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1 Overview
1.1 Introduction
The Federal TRIO Programs, within the Office of Postsecondary Education (OPE) at the United

States Department of Education (ED), has designed the Student Support Services Online Web
Tool so that grantees can prepare and submit the Annual Performance Report (APR) data.

1.2 Accessing the Site

The APR site is available at the following URL: https://trio.ed.gov/sss

An Internet browser is required to access, complete and submit the SSS APR. Netscape and
Internet Explorer (IE) are acceptable (and common) browsers that may be used to access the
SSS APR Web site.

The Home page (“Index” page) for the SSS APR Web site is shown below.

e —
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SSS Online
APR Data Collection

Federal TRIO Programs

- 2015-16 Annual Performance Report (APR) Data Collection
Register Here

2> Important Dates

Register Here
Each Year

= Esach 555 grantee must complete and submit this report by:
December 2, 2016.

“» Reminders:

= This Web site contains links to the forms and instructions needed to prepare and submit the
2015-18 355 Annusl Performance Report (APR). Before accessing the Web site, you
should download, an electronic copy of the report using the link *2015-16 355 APR" above.

Login to aceess your APR: ﬂ
User [D:

Password:

= We sirongly advise grantees to register on the site immediately so the information is
available when you are ready to begin your APR submission and to svoid delays during the
last week of submission.

Forgot Password? .

= Im order to protect the security of the annual performance report data, all grantees must
register for & userid and password each year. To register, click on the "Register Here Each
Year” link. As part of inifial registration, you must select and answer two security questions.
By answering the two guestions, you will be abla to reset your password using the Forgot
Password link. In most instances, you will not have to call the Help Dask to reset your
password, however, in the event you are not able to resat your password using the Forgot
Password feature, you may contact the Help Desk for further assistance.

CME Approval No.: 1840-0525
Expiration Date: 8/31/2017

Begin Completing your Annual Performance Report (APR):
= Tao begin completing your APR, dick on the "Register Here Each Year” link to register.

» IMPORTANT:
« Four-year institutions: “Y'ou must retain student records for a period of six years
from the time the student was first served.
« Two-year institutions: You must retzin student records for 2 period of four years
from the time the student was first served.

perwork Reduction Act | Wamning

1.3 Features of the Site

There are several features of the site. They are summarized below.

1.3.1 Standard Objectives Report

The information in this report was retrieved from the approved “Student Support Services
Program Profile” of the application package as provided by the project; Grantees will be able
to view the report when this tab is clicked.
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1.3.2 Individual Participant Data (Section Il of the APR)

The record structure for the participant list (Section II) contains 37 fields. The participant data
file must include all 37 fields in the same order as listed in Section II.

You must submit the participant list in either Excel or CSV format. Column names in the file
must match the "Database Column Names" provided in a downloadable document, accessible
through the Section I - Individual Record Structure hyperlink on the main Section II page of

the APR. The names and order of the columns must match the record structure outlined in the
Individual Record Structure document. The system will identify and inform you of any errors
in your record structure.

The Web application provides four options for starting the data submission process for Section
IL:

e Download an Excel file of the 2014-15 SSS APR data; update the file and then upload
directly to the Web form.

e Upload an Excel/CSV file directly to the Web form. Please make sure that the file
uploaded accurately reflects the correct new field order and field names are spelled
correctly.

e Transfer last year’s data to the web data entry form and update and add records online.

e Enter participant data directly into the Web form.

If you are unable to prepare an Excel (or CSV) file using your existing database, you have the
option of transferring last year’s data directly into the Web form or entering student data
directly into the Web form.

For security purposes, the participants’ social security numbers (SSNs) have been removed
from the Excel files with last year’s submitted data, which are available to download from the
site. You must enter each participant’s social security number before uploading the updated
file.

After successfully uploading, transferring, or entering participant data, the Table View screen
displays. It is sorted by Data Validation Error. You may click on the other column headings to
sort in a different order. The only column by which you may not sort is First Name.

1.3.3 Participant List and Data Error Report (Section Il of the APR)

Once the file is uploaded or the data are entered online, a participant report will be generated
that lists all of the participants on your data file. To view this report, you must be in Section II,
which is the window that displays the Table View. For each participant record with errors, the
report will display the specific data field(s) that require corrections.

SSS APR Website User Guide 3 Computer Business Methods, Inc.
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1.3.4 Review and Submit Process

The APR submission process includes a two-tiered system for evaluating the quality of the
participant data.

The first tier data checks include the following:

Cohort Comparison Report. The purpose of this report is to ensure that projects do
not increase their cohorts. This report compares participants in your 2015-16 APR data
file submission to that of the 2014-15 APR data by Cohort Year. For example, if in
2014-15 you indicated that 100 students were in your 2013-14 cohort, your 2015-16
APR submission should only contain 100 students for cohort year 2013-14. These
students should be the same students reported in both years.

In addition, the Cohort Comparison Report provides information on:

(1) the number of students for whom you provided project services in 2015-16 that fall
outside the cohorts listed in the report,

(2) new participants served in 2015-16, and

(3) new summer participants served in 2015-16.

Funded Rate and Eligibility Report. Provides information on the: (a) number and
percent of participants funded to serve and served and (b) number and percent of
participants served who were low-income and first-generation, students with disabilities
(including disabled students who were also low income), and if applicable, (¢) number
and percent of all disabled students who were also low-income. If your funded rate is
below 100%, you will be asked to review the data file to determine if you correctly
updated the participant status field and/or included records for all participants served in
2015-16. If you did not meet your funded number, you will be given an opportunity to
review the data and make the necessary changes to your data file. If you determine that
the data file is correct, you will be asked to provide an explanation for the low funded
rate.

Critical Fields report. This report provides the percentage of participant records with
“unknown/no response” for nine data fields that we have determined are critical for
analyzing project and program outcomes. Since “unknown/no response” responses do
not provide usable information for data analysis, we are asking you to review fields for
which 10% or more of the records have “unknown/no response” and either correct (or
update) the data or provide an explanation as to why the data are not available.

You will be required to correct data errors in the participant data file and pass the first tier data
checks prior to submitting the APR.

SSS APR Website User Guide 4 Computer Business Methods, Inc.
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After the initial submission of the APR, the second tier data checks compare the 2015-16
participant data with your 2014-15 data file. If you did not submit an acceptable participant
data file in 2014-15, you are excluded from these data quality checks.

The second tier data checks include the following:

e Match to Prior report. Compares the participants on the 2015-16 APR with the 2014-15
data to ensure that you have included the required participants on the 2015-16 file. For 4-
year institutions this includes all participants in the 2015-16 APR data file with cohorts
between 2009-10 and 2015-16 (new summer participants in 2013-14 only). For 2-year
institutions, this includes all participants in the 2015-16 data file with cohorts between
2011-12 and 2015-16 (new summer participants in 2013-14 only). Those participants for
whom you are required to provide information and who are not included in the 2015-16
will be displayed on the screen. You must add all the student records on this report to the
2015-16 file and update the data fields for these participants.

e Student Cohort Year report. This report compares the data provided in field #21
(Student Cohort Year) of both your 2015-16 and 2014-15 APR data your project
submitted. Those participants on the 2015-16 data file whose student cohort year (field
#21) is different from the 2014-15 data are displayed on the screen. Please note that
once the cohort year has been established you are not allowed to change it.

2015-16 Report on Standard Objectives Results. After you successfully submit your APR,
the system will generate a report that shows the results for your standard objectives for the
2015-16 reporting year. These results were calculated using the student-level data you
submitted via the online system for reporting period 2015-16 and are based on your project’s
approved objectives. In addition, the report can be used by projects as a tool to continue to
monitor their performance. Finally, the Department will not accept any changes to the project’s
2015-16 APR data file after the deadline date.

The APR will not be accepted until the participant data file passes both the Tier 1 and Tier 2
edits.

2 Registration for First Time Users

Grantees are required to register on the site before receiving their userid and password. An
overview of the registration process follows. Note: Even if you registered last year, you must
register again in order to access the 2015-2016 APR Website.

Registration Online. In order to receive a userid and temporary password, grantees must
register online via the Register Here Each Year link provided on the index page of the APR
Website. To register, grantees must provide the first and last name of the director, along with
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the e-mail address and the PR number and choose the security questions and answers which will
be used in the ‘Forgot Password’ feature of the web site.

Verification Process. If the director’s last name and e-mail address match what ED has on file,
a user name and temporary password will be e-mailed to the director’s e-mail address. Upon
receipt of the e-mail containing the userid and temporary password, grantees can return to the
APR site and login.

If the project information does not match what ED has on file, a request for verification will
be sent to the program specialist and the help desk. Please note that even long running projects
may fail the registration process due to incorrect names and/or e-mail addresses on file (for
example, the director e-mail address has changed or is misspelled).

Upon receipt of the verification request, the program specialist must verify the identity of the
director and forward a response to the help desk within 72 hours.

Upon receiving verification from the program officer, Help Desk staff will update the
director’s information in the system and notify the grantee to return to the site to register for a
userid and temporary password.

To register, click on the Register Here Each Year link on the left-hand side of the index page of
the SSS APR Web site. The User Registration page is shown below. Enter all of the
requested information then click on the “Submit’ button.

e —
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Federal THIQ Progrms Contact Help Desk | $SS APR | SSS APR Weh Site Use

User Registration
To receive your userid and password:

Please complete the reguired information and submit the form below. Upon verfication, your lagin
information will be e-mailed to the Project Director at the e-mail address we have on file. Further
login instructions will be provided in the e-mail

If you do not have the project information or we are unable to verify it:
An e-mail will be sent to your Program Specialist for assistance in verifying your project

information. You should receive a response within 45 hours. Please wait 43 hours before
contacting the help desk about registration verification issues

PR Mumber®

Directar's E-mail
Address™

Directar's First Mame™
Director's Last Name™
Security Questions™
- Select one - v
Answer:
- Select ane - v

Angwer:

[ Submit H Reset H Cancel ]

*Required fields.

Contact Help Desk | S55 APR | S55 APR Weh Site Use
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2.1 Successful Registration

If the director’s information passes the validation process, the following screen displays,
notifying you that the userid and temporary password have been sent to the director:

SSS Online
APR Data Collection

Federal TRIO Programs

Help Desk | 2015-18 555 APR

- 2015-16 Annual Performance Report (APR) Data Collection
Register Here

» Important Dates

Register Here
Each Year

= Each 555 grantee must complete and submit this report by:
December 2, 2016.

“» Reminders:

Login to access your APR: B

Your user id and password have been
e-mailed to the program director's e-mail
sccount we have on file.

User ID:

= This Web site contains links fo the forms and instructions needed to prepare and submit the
2015-18 555 Annus| Performance Report (APR). Before accessing the Web site. you
should download, an electronic copy of the report using the link “2015-18 555 APR” above.

= We sirongly sdvise grantees to register on the site immedistely so the information is
available when you are razdy to begin your APR submission and to aveid delays during the

Password: lazt week of submission.

= Im order to protect the security of the annual performance report data, all grantees must
register for a userid and password each year. To register, click on the "Register Here Each
Year” link. As part of inifial registration, you must select and answer two security questions.
By answering the fwo questions, you will be sble to reset your passwand using the Forgot
Password link. In most instances, you will not have to call the Help Desk to reset your
password, however, in the event you are not able to resat your password using the Forgaot
Password feature, you may contact the Help Desk for further assistance.

Forgot Password?

OMB Approval No.: 1340-0525

S Begin Completing your Annual Performance Report (APR):

= Tao begin completing your APR, click on the "Register Here Each Year” link to register.

» IMPORTANT:
« Four-yesr institutions: 'ou must retain student records for a pericd of six years
from the time the student was first served.
« Two-year institutions: You must retzin student records for 2 period of four years
from the time the student was first served.

vork Reduction Act | Waming
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2.2 Unsuccessful Registration

If the information you provided does not pass the validations, the following screen displays:

Directar's information provided does not match the recards in the system.
Registration Failed

The infarmation you entered on the project director does nat match the infarmation on file. The
information on file may not reflect recent changes in the project director and/or e-mail address. An
e-mail will be sent to your program specialist requesting verification of the information you
submitted.

Upon verification fram your program specialist, the Help Desk will contact you using the e-mail
address you provide below. Please allow 24 hours far verification and a response.

You may contact the =k far further assistance but keep in mind that we can not
disclose usermame and passwords aver the phone or without further verification from your Program
Specialist.

If you are a new project director, you must contact your program specialist in addition to
submitting the form below.

Please enter the following contact information and then click on "Submit" button to process the
verification request with your Pragram Specialist.

OR
If you want to go back and try again, click the "Go back to registration farm” buttan.

Director's First Mame™
Director's Last Marme™

Are you a new directar?™  Oyes & Mo
Do you have a new e-mail (O yes & Na
address ™

Pravide your current e-mail
address™

Director's Phone Mumber; - . 393.595.9999

ext.

[ Submit l [ (50 back to registration farm ]

SSS APR Website User Guide 9 Computer Business Methods, Inc.
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SSS Online
APR Data Collection

Federal TRIO Programs

N 2015-16 Annual Performance Report (APR) Data Collection
Register Here

Register Here
Each Year

2 Important Dates

E=ach 555 grantee must complete and submit this report by:
December 2, 2016.

“» Reminders:

= This Web site contains links to the forms and instructions needed to prepare and submit the
2015-18 555 Annusl Performance Report [APR). Before accessing the Web site. you
should downlosd, an electronic copy of the report using the link *2015-16 355 APR" abowve.

Login to access your APR: ﬂ

An e-mail requesting verification of the
regisiration information provided for your
institution has been sent to the TRIO

Help Desk.

User ID: = We strongly advise grantees fo register on the site immedistely so the information is
available when you are ready fo begin your APR submission and to sveid delays during the
last week of submission.

Password:

Im order to protect the security of the annual performance report data, 2l grantees must
register for a userid and password each yesar. To register, click on the "Register Here Each
Year” link. As part of initisl registration, you must select and answer two security questions.
By answering the two guestions, you will be able to reset your password using the Fongot
Password link. In most instances, you will not have to call the Help Desk to reset your
password, however, in the event you are not sble to reset your password using the Forgot
Password feature, you may contact the Help Desk for further assistanca.

Forgot Password?

OME Approval Mo.: 1840-0525

Expiration Date: 8/31/2017 Begin Completing your Annual Performance Report (APR):

= To begin completing your APR, click on the "Register Here Each Year” link to register.

IMPORTANT:
Four-year institutions: “ou must retain student records for a period of six years
from the time the student was first served.

« Two-year instituions: You must retain student reconds for & period of four years
from the fime the student was first served.

Paperwork Reduction Act | Waming

3 Logging in to the Site

3.1 First Time Login

After you receive the userid and temporary password, enter this information on the index page. You will
be taken to the First Time Login page, which displays below:
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@ SSS Online

Federal TRIO Programs Contact Help Desk | 55 APR | 555 APR Web Site U

First Time Login

You are required 1o change your passward the firsttime you log into the system. The passward must be
al least eight characters, and include combinations of the following,

atleastone English uppercase character (A-2)

atleastane English lowercase character (3-2)

atleastone number (0-5)

atleast one non-alphanumeric special character (e.o: | @ # §, &% %0+,

The email address provided belo will be used o verifyvour identity in the "Forgot Password" feature of
the wehsite.

PRMNO Mumber PO424100005
Temporary Password* 07ATEET

Mew Pagsword * sessssnene

Confirm Passwird® | ggeessssse

E-mail Address® test@cazenmia.edu

First Mame*

testfirst
LastMame* tesﬂasﬂ
Submit | Reset Cancel
*Required fields.

Contact Help Desk | 555 APR | S55 APR Web Site L

Enter the temporary password provided to you, then enter a new password. Any new password
you enter must be at least eight characters, and include the special characters listed on the First
Time Login page. Enter the new password once again, along with the other requested
information, and click on the “Submit’ button. You will be redirected to the index page, where
you will enter the userid and the new password you selected. The screen will be displayed as
follows:

S
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@ SSS Online

Federal TRIO Programs Contact Help Desk | SSS APR | SSS APR Web Site Use

Password was successfully changed

Warning

You are about to access a United States g puter network intended for
authorized users only and should have no expectation of privacy in your use of this
network. Use of this network constitutes consent to monitoring, retrieval, and disclosure of

any information stored within the network for any purpose including criminal | i
The information system that you use may be monitored, recorded and subject to audit. Use
of this information system indicates consent to monitoring, recording and appropriate
privacy and security notices (hased on associated privacy and security policies or
summaries). Unauthorized use is prohibited and subject to criminal and civil penalties.

Contact Help Desk | 555 APR | 555 APR Web Site Use

If an incorrect userid and password combination are entered, you will be redirected to the index
page and an error message will be displayed.

3.2 PR Number Confirmation

If the userid and password are entered successfully, the PR Number Confirmation page
displays:

@ SSS Online

Federal TRIO Programs. Contact Help Desk | SSS APR | S5S APR Web Site Use

PR Number Confirmation
Flease verify the information displayed below.

If this is NOT your institution's information, click the Cancel button and enter the correct PR
Mumber.

If thig IS your institution's information, click the Continue button.

Institution/Campus PR NMumber: P042A101286
Mame of Institution/Carmpus: University of Nebraska/ Kearney
NE

Contact Help Desk | SS5 APR | S55 APR Weh Site Use

Verify that the PR number is correct. If it is not the correct PR number for your institution,
click the “Cancel” button to log out and return to the index page. If it is correct, click on the
“Continue’ button.
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3.3 Forgot Password

If you forget your password after you have logged in and changed your password from the
temporary one issued to you, you may click on the Forgot Password? hyperlink on the index
page. Projects may now reset their password without having to call the TRIO Helpdesk for
assistance. Upon registering, projects will be prompted to provide answers to two self-selected
security questions. These security questions will need to be answered if a project forgets their
password in order to have your password e-mailed to you. The following page displays:

@ SSS Online

Federal TRIO Programs Contact Help Desk | S55 APR | S5 APR Web Site Lk

Forgot Password

Mote: Ifthis is the first time you entered the 585 website far the current APR cyele and you do not know
your password, please ga tothe Re : page.

Ifyou have registered this year, please enter the following information. If all the information provided
matches with our records, your password will he reset and a new temporary password will be emailed
toyou shorly. [fvou need further agsistance in obtaining vour password, please contactthe TRIO Help
Desk by e-mail at generali eebicom orcall (703) B46-6248

PR Mumber:  |PO42A100005

E-mail Address™ |io stcazenavia. edu

First Mame* testf

Last Mame* test]

[Submﬂ Reset I 5o to lagin screen

*Reguired fields
Contact Help Desk | S5S APR | SS5 APR Weh Site Lt

Once you enter the information in the above screen and click ‘Submit’, the following screen
appears. You have to enter the answers for the Security questions.

S
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Federal TRIO Programs Contact Help Desk | S55 APR | SS5 APR Web Site U
Forgot Password

Mote: Ifthis is the firsttime you entered the 555 website for the current APR cycle and you do not know
¥our password, please gotathe I page.

If you have registered this vear, please enter the following information. If all the information provided
matches with our records, vour passward will be reset and a new temparary password will be emailed
o you sholy. fyou need further assistance in obtaining your password, please contact the TRIC Help
Deck by e-mail at Itri r orcall (T03) 846-8248,

PR Mumber:  |P042A100005

E-mail Address™ |jpcym@cazenoia. edu

FirstMame*: testf
LastMame* test]

Security Questions*:

ANSwer:

ANSwer:

I Submit H Reset ][ Go to login screen

4 Navigating through the Site

Upon entering the site, the Section I — Project Identification, Certification and Warning and
Project Required Services page shown will be displayed:

S
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Save and go to next s=ction Resat

A. Project ldentification:
1. PR!Award MNumber:
. Type of Institution:
. Project Type:

Section |, Part 1 - Project Identification/Charac

Fields marked with an asterisk ™" are required.

PO42A150018

Public 2-Year

Regular

0910172015 - DRI312016

ertification/VWamings

2
3
4. Repaorting Periad:
5

. GFA Soale* 5 Point Scale v

gas. Mame of Grantes Insfitution: Dyersburg 5tate Community College
@b. IPEDE Unit ID: 220057
7. Address:® Campus:

|Dyersburg State Community College |
1510 Lake Road |

SBireet*

ity |Dyersburg |

Ze Al F1 v| zp»[38024 |[2466 |
E. Project Director and Data Entry Person Information
8. Project Director Information (pre-populated):
Za. Mame of Project Director:
First Mame:* Ml Last Mame:*
test | | |test |

Bh. Telephone Mumber = 731-288-T811  |24.995-595-5995  ext. |:|
se::hax Nismber, T31-288-T816  |eg.995-595-5935  ext. I:I

f =3
&d. Emsil Addrass: [test@dscc.edu |

9. Data Entry Person Information:
9a. Mame of Data Eniry Person:

First Mame:* Tl Last Wame: *
testf | | |test| |
- &
9b. Telephon= Mumbrer: 202-453-7825  |eg.-995-595-5935  ext. |:|
Gc. Email Address:* |lESt@Ed gov |

C. Project Characteristics
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10f.

108.
10b.
10¢.
10d.

10e.

10g.

Has & Summer Bridge Program7* O ves () o
If yes in field #10a, number of summer bridge participants served: I:I
Used Federsl grant funds to provide Grant Aid?* ':-::' Yes @:‘ No
Required to provide matching funds for Grant Aid7* (®) ves Ope
If yes in field #10d, plesss enter the dollar amount for the reporting period: s.-’.][)
Received instifutional or other non-federal funds™ ':i:' Yes '::.\-' Mo

If yes in field #10f, please enter the dollar smount for the reporting perod: 5 10000 K]

Academic Tutoring

Advice and assistance in postsecondary course selection
Educafion/zounseling to improve financial and economic literacy
Information in applying for Federal Student Aid

Assistance in completing and applying for Federal Student Aid

Assisting in applying for admission to 4-Year Institution and
obtzining Federal student aid [naot spplicable to 4-year institutions)

Eeaction |. Part 2—Project Required Services

Number of participants Number of participants
Required Services receiving service that was referred to another
provided by project () 5

1| [~
I

Mote: The project director and certifying official for the grantee institution/agency are required to sign and date Section | of the 2015-16 Annual
Performance Report (APR) to certify that the information reported and submitted electronically is readily verifiable and is accurate and complete.
After completing the APR online, you must print a hard copy of the completed report and obtain the required signatures. After the report has been
signed by both the director and certifying official, you must submit your signed Section | only of the APR and upload it directly to the APR site

after submission. Please do not upload the copy of the entire report. A hard copy of the entire report with the required signatures must be
maintained in your project files.

Please review the information in this section for accuracy and make needed changes before proceeding to the next section of the report form.

E‘ I have verified the information in this section.

Save and go to next s=ction | Resat

Section | m Standard Objectives Report Review & Submit

To navigate between sections I, II, Standard Objectives Report or the Review and Submit of the

APR,

click on the individual tabs at the top of the screen titled accordingly. The section name

highlighted in light blue is the current Section. All other sections will have a dark blue
background.

The grantee’s PR/Award number and name are displayed on the upper left side of the screen.

On the upper right-hand side of the screen are five hyperlinks:

= Contact Help Desk allows grantees to generate an e-mail message to the Help Desk
requesting assistance;
= The SSS APR link takes grantees to the Department of Education (ED) site’s Student
Support Services page where the APR instructions and participant record structure can
be found.
SSS APR Website User Guide 16 Computer Business Methods, Inc.

October 2016



= The SSS APR Web Site User Guide allows the grantees to download a copy of the user
guide.

* The Log Out link logs the grantee off the application and returns to the index page.

These links are also provided at the bottom of the screen, as are the Section tabs.

Once you have completed a section, click on the “Save and go to the next section” button. All
sections have validation edits for certain fields that will prevent users from submitting their file
if a response is not provided.

The “Reset” button will erase any unsaved values entered.

5 Section II — Record Structure for Participants

The SSS Online Data Collection Tool assists grantees in submitting the required information on
current and prior participants served during the project year. To access Section II, click on the
Section II tab at the top of the screen to go to the main screen.

When Section II tab is clicked, the following screen displays as follows.

@ SSS Online

“ederal TRIO Programs Contact Help Desk | 555 APR | 555 APR Web Site U

m Section Il Standard Objectives Report Review & Submit

PRIAward Number. PO424150018
Meme of Grantee:  Dyersburg State Community College

Each 535 grantee is required to annuslly submit detailed information on each participant served during the project year being reported and provide updated
information on prior year perticipants. As such, projects are required to include, on their APR data files, sll of the participants that were served in the timeframe
needed to calculate the standard objectives. Therefors,

» 4-year institutions must refsin student records for & period of sk years, which means that in addifion fo new participants served in 2015-18, grantess
must incluge all project participants whaz2 student cohart year is betwean 2010-11 and 2014-15

» 2-year institutions grantees must retain student records for 8 period of four years, which means thet in addition to new participants served in 2015-18,
grantees must include sl project participants whose student cohart year is between 2012-13 and 2014-15

You may also download the Instructions Repart for 2015-16 and the Section Il - Individusl Record Structure

document for complete detsils on the reporting requirements.

Getting Started

To beginicontinue the participant dats collection pracass, dlick on the "Getting Started” button.

m Section Il Standard Objectives Repart Review & Submit

Contact Help Desk | 555 APR | $55 APR Web Site U
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Grantees should have both the SSS APR instructions and the Record Structure document in
front of them before beginning this section. Both documents are available via the hyperlinks (in
blue) on the Section II page.

Beginning with the 2010-11 APR reporting period, projects were required to include, on their
APR data files, all of the participants that were served in the timeframe needed to calculate prior
experience (PE) points. Therefore,

e 4-year institutions must retain student records for a period six years, which means that
in addition to new participants served in 2015-16, grantees must include all project
participants whose student cohort year is between 2010-11 and 2014-15.

e 2-year institutions grantees must retain student records for a period of four years,
which means that in addition to new participants served in 2015-16, grantees must
include all project participants whose student cohort year is between 2012-13 and 2014-
15.

5.1 Getting Started with Section Il

e Click on the “Getting Started”’ button to begin or continue with the participant data
collection process.

The Section Il — Record Structure for Individual Participants Getting Started screen displays:

Section Il - Record Structure for Individual Participants

Getting Started

The web-based online data collection system contsins four options for starfing your data submission process:

ad an Excel file of the 2014-15 255 APR data file - for previously funded projects only.

an ExcallZEV file directly to the Web form.

last year's data submission to the Web form and update and add records online - for previously funded projects only.
I data directly into the Web form.

Mote: If you are a newly funded project. the download and transfer features are not availsble; howewver, you can use the Upload and Enter Participant data
features.

Download Last Year's Data to an Excel File - For Previously Funded Projects Only
You may obtain last year's data in an Excel spreadsheet for editing on your deskiop.

Onece you have completed the participant data file you must save the file as an Excel spreadshest or 2 comma delimited format with "esv™ extension, then upload
the file using the "Upload an Excel File to the Web Data Entry Form™ function.

By clicking on the "Download Diata” button the system will generste the paricipants' data file from the 2014-15 APR dsta file and this screen will be refreshed to
show s link to this data file.

Wa strongly recommend that you download last year's file because you may meed this file to ensure that all of the records that nead to be on your 2015-16 APR
data file are on the file.
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Upload an Excel File to the Web Data Entry Form

Frior to uploading your file, verify that the file has the cormect number and sequence of fields and thet the correct additions/deletions of fields were made as
specified in SECTION |I: RECORD STRUCTURE FOR PARTICIPAMTS (i.e., a valid upload file should have 37 columns).

FPlease use the Browse button to sslect the file or type the file name and directory path in the box below. The participant dats file must be in an Excel spreadsheet
or a comma delimited format with "csv" extension. Then click on the "Uplead File" button to procesd.

File to Upload Browse...

Upload File

Transter Last Year's Data to the Web Form - For Previously Funded Projects Only

The 2014-15 Participant Diata submitted last yesr is available. To fransfer last year's data to the web data entry form for online data entry, click the "Transfer Data"
button.

Please note: Last year's data may contain errors which the web tool will display. You will be reguired to correct all errors prior to submitting.

Transfer Data

M

Enter New Participant Data

Wou may enter the individual participant data directly on the web data entry form. Click the "Add Mew” button.

The participants” First and Last Mame, DOB, S5M, and Student Cohort Yesr must be the same as it appears in the 2014-15 555 AFR.

The four options for starting the submission process are:

= Download an Excel file of the 2014-15 SSS APR data file; update the file and then
upload the file directly to the Web form.

= Upload an Excel/CSYV file directly to the Web form.
= Transfer last year’s data submission to the Web form and update/add records online.

= Enter Participant Data directly into the Web form.

Note: The participant social security numbers (SSNs) have been removed from the Excel files
containing last year’s data. This has been done for security purposes to better protect the
personal information contained on the data file and prevents inadvertent misuse of information
provided by the Department. However, the participant data file you prepare for the 2015-16
APR and upload should include the SSNs of all participants, as this is the primary identifier
used to match participant records across project years.

Once the file has been downloaded, you will then need to update the prior year’s data and if
required add records for new participants. After revising the file, you will then return to the
Web site and upload it as an Excel spreadsheet or CSV file.
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If you are unable to prepare an Excel (or CSV) file using your existing database, you have the
option of transferring last year’s data directly to the Web form for updating or entering the
participant data directly into the Web form.

5.1.1 Continue Participant Data

The system detects whether you have already begun the data collection process and provides
you with the additional option to Continue. If this is the case, after clicking on the “Getting
Started” button on the main Section II page, you have the option of continuing with your data,
or you can use any of the other options (e.g., download, upload, etc.) available. Please note that
the Continue option only appears after logging back in, that is, after initially beginning work on
the data and logging out of the system.

Please see below for a sample screen showing the Continue option:

S
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T

m Section Il Standard Objectives Report Review & Submit

Section Il - Record Structure for Individual Participants

Getting Started

The web-based online data collection system contains four options for starting your dsts submission process:

ad an Excel file of the 2014-15 555 APR data file - for previcusly funded projects only.

an ExcallCEV file directly to the Web form.

last year's data submission to the Web form and update and add recaords online - for previously fundad projects only.
Enter Participant data direcily into the Yweb form.

Mote: If you are a newly funded project. the download and transfer features are not available; however, you can use the Upload and Enter Participant data
features.

Continue Participant Data

Cur records indicate that you started the participant data collection process. To continue working on your participant dats, click the "Continue" button.

Download Last Year's Data to an Excel File - For Previously Funded Projects Only
‘fou may obtain last yesr's data in an Excel spreadsheet for editing on your deskiop.

Znce you have complseted the participant dats file you must save the file as an Excel spreadshest or & comma delimited format with "esv" extension, then upload
the file using the "Upload an Excel Filz to the Web Dats Entry Form™ function.

By clicking on the "Downlosd Data" button the systern will generste the paricipants’ data file from the 2014-15 APR data file and this screen will be refreshed to
show a link to this data file.

We strongly recommend that you download last year's file because you may need this file to ensure that all of the records that need to be on your 2015-18 AFR
data file are on the file.

Upload an Excel File to the Web Data Entry Form

Frior to uploading your file, venfy that the file has the correct number and sequence of fields and that the correct additions/deletions of fields were made as
specified in SECTICN |- RECORD STRUCTURE FOR FARTICIPAMNTS (ie., a valid upload file should have 37 columns).

Flease use the Browse button to select the file or type the file name and directory path in the box below. The participant data file must be in an Excel spreadsheet
or a comma delimited format with "csv" extension. Then click on the "Upload File" button to procesd.

File to Upload Browse...

Transfer Last Year's Data to the Web Form - For Previously Funded Projects Only
Transfer Data option is not available for new grantees.
Enter New Participant Data

‘fou may enter the individual paricipant data directly on the web data entry form. Click the "Add Mew™ button.
The participants’ First and Last Mame, DOB, 25N, and Student Cohort Year must ba the same as it appears in the 2014-15 555 AFR.

[T

Section Il Standard Objectives Report Review & Submit
Con

To continue working on your participant file, click on the “Continue” button to proceed to the

Section II - Record Structure for Individual Participants Review Participant List and
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Data Error Report (Table View) screen. See Section 5.2 of this document for further
information on this screen.

5.1.2 Download Last Year’s Data to an Excel File

This option allows you to download last year’s data as an Excel file for updating offline -- either
as an Excel file or by importing into an existing database application (e.g., ACCESS).

This file will include the fields required by the 2015-16 APR. Grantees that did not submit an
APR for 2014-15, can download an Excel spreadsheet template with column headers. To
download last year’s data file, click on the “Download Data’ button. A blue hyperlink file
(example: P042AYYXXS9 2014 15.xls) will appear on the screen. To open the file, click on
the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”
option as shown below. Select a location on your desktop (e.g., My Documents) to save the
file.

The web-based online data collection system contains four options for starfing your data submission process:

cad an Excel file of the 2014-18 555 APR data file - for previously funded projects only

n ExceliCEV file directly to the Web form.

Iast year's data submission to the Web form and update and add records online - for previously funded projects only.
Participant data direcfly info the Web form.

Mote: If you are a newly funded project. the download and transfer features are not available; howewer. you can usa the Upload and Enter Participant data
features.

Download Last Year's Data to an Excel File - For Previously Funded Projects Only
‘fou may obtsin last year's dats in an Excel spreadsheet for editing on your deskiop.

Cnce you have completed the participant data file you must save the file as an Excel spreadshest or a comma delimited format with "csv" extension, then upload
the file using the "Upload an Excel File to the Web Data Entry Form™ function.

The download file for your grantee has been generated in our system. Plesse click on the file name to open the file or right click on it to ssve the file on your PC.
PO42A110002 2014-15.xlsx
- Open
Upload an Excel File to the Web Data Entry Form

Open in new tab
Prior to uploading your file, verify that the file has the correct number and sequence of fizlds and that the corect additions/deletions of fislds were me

specified in SECTION |I: RECORD STRUCTURE FOR PARTICIPAMNTS (i.e., a valid upload file should have 37 columns). Open in new window
Flease use the Browse button to sslect the file or type the file name and direciory path in the box below. The participant data file must be in an Excel Save target as...
or a comma delimited format with "csv™ extension. Then click on the "Upload File” button to proceed. -
Print target
File to Upload Browse...
Copy shortcut

Transfer Last Year's Data to the Web Form - For Previously Funded Projects Only

The 2014-15 Participant Diata submitted last yesr iz available. To franzfer last year's data to the web data entry form for online data entry, click the ")
hution. E-mail with Windows Live
Please note: Last year's data may contain errors which the web tool will display. You will be required to correct all emrors prior fo submitting. ER Translate with Bing

Tra

All Accelerators 4
Enter New Participant Data Inspect element
‘Wou may enter the individual parficipant data directly on the web data entry form. Click the "Add Mew™ button. :
-4 perny ¥ ¥ Add to favorites..,

The participants’ First and Last Mame, DOB, 55N, and Student Cohort Year must be the same as it appesrs in the 2014-15 555 AFR.

u Send to OneMote
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You can then open the file on your desktop using Excel and update the data. Once you have
updated the information, return to this page and select the “Upload” option to continue with the
APR submission. Alternatively, you can click on the file name hyperlink to open it, and then
save it to your desktop.

5.1.3 Upload an Excel File to the Web Data Entry Form

This option allows you to upload the 2015-16 file in an Excel spreadsheet format or as a CSV
file. A CSV file is a comma delimited text file in which each field is separated by a comma.
Most databases can covert a file to either CSV format or as an Excel spreadsheet. Instructions
for creating a CSV file are available via the What is a CSV file? hyperlink on the page.

To upload a file, use the “Browse” button to select the location (on your desktop) of the file you
want to upload. This function works like the File-Open command used when opening a
Microsoft Office document. After selecting the file to upload, click on the “Open” button. The
file name and path will be displayed on the screen. Click on the “Upload File” button to
proceed.

An uploaded Excel file should contain all 37 fields required by the APR, in the order specified.
New grantees should follow the order specified with the column names as outlined on the
record structure document. If the file you uploaded meets these requirements, you will proceed
to the Review Participant List and Data Error Report (Table View) screen. See this
document’s Section 5.2 for further information on this screen.

If your file does not meet these requirements, a screen displays, similar to the following,
outlining where the problems with your file occurred:

@sss Online

‘ederal TRIO Programs Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log Ou

m Standard Objectives Report Review & Submit

The fallowing errer occumed while frying to process your reguest
Please fix the problem below by elicking the Go Back button st bottom.

PRIAward Number. PO424121402
Mame of Grantee:  Colorada Siabe University

The upload file must have 37 columns of recipients data. There is 38 columns in your upload fle. Please update the data file and fry agein.

Go Back
Standard Objectives Report Review & Submit

Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log Qu

Click on the “Go Back” button to return to the Getting Started screen. You must correct any
errors displayed on this screen before proceeding. Return to your spreadsheet (or other
application) and correct any errors, then return to the Section II — Getting Started screen to
continue with the upload process.
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5.1.4 Transfer Last Year’s Data to the Web Data Form

The 2014-15 Participant Data submitted last year is available. To transfer last year's data to the
web data entry form for online data entry, click the "Transfer Data" button.

Last year's data may contain errors which the web tool will display. You will be required to
correct all errors prior to submitting.

Click on the “Transfer Data” button to proceed to the Review Participant List and Data
Error Report (Table View) screen. See this document’s Section 5.2 for further information
about his screen.

5.1.5 Enter New Participant Data

This option allows you to enter participant data directly on the Web form. Click on the “Add
New” button to proceed to the Web form as shown below. The participants’ First and Last
Name, DOB, SSN, and Student Cohort Year must be the same as those that appear in the Tier
1A file. If you are a newly funded project, please disregard these instructions.

fou may enter or updste the individusl paricipant dats in the web form below. If this is the first fime you have accessed this screen, we advise you to click here fo =22 more
ravigational instructions and information about the screen.

Click on the "Back to Table View" button to return to the participant list.

Academic/Degres Additional Participant
P::;::i:l_-:;b E::::LE mt_;; b IPersistence Tab Information Tab
Fields 24-34 Fields 35-37

Pertapant Name: Erior Desscription
1. PRI&ward Mumber: PO424121402
2. Batch Year: 2015
3. Social Security Number: |:| O
4. Last Mame: | | O
5. First Name: | |O
8. Middle Initial: I:I
7. Date of Sirth :| mmooicery @
2. Gender: [Select One V]
9. Hispanic: Q
10. AmindAK: Q
11. Asian: O
12. BlackAfrAm: Q
13. White: Q
14. HIPacisindr: G
15. Eligibility: | Select One v |
Add | Reset | Back o Tabie View
Click "Save” before moving to ancther parficipant record.
See Section 5.3 below for further information about this screen.
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5.2 Review Participant List and Data Error Report (Table View) Screen

Grantees who selected the Continue, Upload, or Transfer options on the Getting Started
screen will proceed to the Table View screen shown below. This screen lists the participants in
the file, the total number of participants in the file, any formatting or value errors, any data
validation errors, and provides a printable report of those errors.

Section Il - Record Structure for Individual Participants

Review Participant List and Data Error Report [Table View)

Use the search feature below to search for a parficipant by first name, last name andlor 55N, To retum to the Table View with a list of all students, click on the Display
all Students button.

First Name Last Name SSN

| | |
Search

The following table is a complete listing of your project's parficipant records that have been uplcaded t'ar.sferrad entered inlo 1h|s Web appll.a!lon and lar ad:led fo the
list. If this is the first time you have accessed this screen, we advise you to click here to == e navigational instructions and in t :l

<< Pray F‘ageaf22 Mext > o) S kel ol b

, Record

Last Name First Name 55N Cohort Data Validation Error Message Nk Delete
123354568 18=2014-15 @ X
856565650 15 =2013-14 06 r

12=2010-11 210 *
14=2012-12 325 x
16=2014-15 480 x
15=2013-14 207 r
16 = 2013-14 308 *
13=2011-12 150 x
18 = 2014-15 481 x
14= 201213 326 b
13=2011-12 182 *
14= 201213 & X
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<< Prev Page of 22 Next == Add Participant

If you have made changes to the parficipants' data online, you may download 2 file of your edited data. “You can then continue to edit your data offline and upload it to
the web spplication system. To download your data file. from the table view screen, click on the button "Downlosd Participant Data". The system will then refresh and a
link that contains your PriAward Mumber will be displayed. You can either click on the link to open your file or you can right click on it and save your file. Once you are
ready to upload your data file, go fo the screen “Section |l - Record Structure for Individual Perticipants Getling Started” and use the Upload festure. You can sccess

this screen by clicking on the tab “Section 1"
Download Parficipant Data

Navigational Instructions and Data Error Information
Search for Participant Record

Use the search feature to search for & participant by first name. last name andior S5N. To return to the Table View (st of all students), click on the Display all
Students button.

“fow have the following options when editing the participant emors:

« [f you uploadad or transferred your file, you may edit your data offiine and re-upload the dats file by retuming to "Saction || - Getfing Started",
+ To identify the participant records with emrars, you will need to scroll through several Web pages (=ach page displays 25 records).

« “You may click on the “printable version” hyperlink to print the complete participant list to view which records have data error(s).

* “You may also sort on “Invalid Format’value Ermor or Data Validation Error” by clicking on the column title hyperlinks.

2r you may edit the data directly on the Web application:

1. oumay click the Last Mame hyperlink to edit participant data or correct data emrors.

2. Youmay click the “K" image in the "Delete” column fo delete a participant data record.

3. Youmay click the "Add Participant' button to add & new parficipant data record.

4. Youmay sort by Last Hame, Cohort, Invalid Format’Value Error, Data Validation Error, Message, or Record Mumber by clicking on the column fitle hyperlinks.

If you have a large number of parficipant records with errors, we recommend correcting the data offine and uploading & comscted file.

This report also displays three types of errors: (1) invalid data formativalues, (2) dats validstion errors, and (3) soft check validation error (Message). You must comect
&ll the dats errors in (1) invalid deta form lues and (2) data validstion ermors before you will be abls to submit the APR.

« An invelid formativalue error occurs when the dats field(s) for the participant record includes = valug(s) other than one of the “Valid Field Content” options
provided in column 4 of Saction Il—Record Structure for Participant List of the APR. To correct these types of emors online. click on the Last Mame hyperlink
to wiew an individual record and then enter a valid formativalue in the identified data fieldis).

» A dats validation emor identifies conflicting data provided in two or more dats fields. By clicking on the Last Name hyperdink to view the individual record, you
will see an ermor message that explains the eror. You may then comrect the data online.

= A soft check validation error which appears as a Message is similar to data validation error, but the system does not require you to comect the error in order o
confinue with your submission. Monetheless, for data quality purposes, it is strongly recommended that thess types of erors are resolved.

If you uploaded participant data, the Record Number column will display the record numbers in your upload file for each individual participant record. The record
numbers will help you to find the records with errors easily if you want to commect errors offline.

Back to Top

Twenty-five records display on each screen. To view additional students, click on the Prev or
Next links on the right corner of the screen.

The Table View screen is sorted by Data Validation Error. You may click on the other column
headings to sort in a different order. The only columns by which you may not sort are First
Name.

To view a participant’s record, click on the Last Name hyperlink. This will direct you to the
Web form where you can begin to either enter new information or update the participant record.

To delete a participant record, in the Table View screen, click on the “#” image in the “Delete”
column for that participant.

To delete a participant record from the individual participant screen (web form), click on the
“Delete” button located next to the SAVE button on the bottom of the screen.
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To add a participant record in the Table View screen, click on the “Add Participant” button at
the bottom of the screen. This will direct you to the Web form where you can begin to enter
information for the participant. See Section 6.3 of this document for further instructions about
the participant data Web form.

To search a participant by last name, first name or SSN, enter the name/SSN and click on ‘Search’
button. If you want to see all the students on the screen, click on ‘Display all Students’ button.

To generate a printable report of the errors on the file, click on the Printable Version — Participant List
Report link on the right side of the screen.

The screen displays three types of errors: (1) invalid data format/values; (2) data validation
errors; and (3) soft check validation errors (Message). With the exception of the soft check
validation errors, you must correct invalid data format/values and data validation errors before
you will be able to submit the APR. The number in the column represents the field that
contains the error.

e An invalid format/value error occurs when the data field(s) for the participant record
includes a value(s) other than one of the “Valid Field Content” options provided in
column 4 of Section III of the APR. To correct these types of errors online, you may
click on the Last Name hyperlink and then enter a valid option or text, if applicable, in
the identified data field(s).

e A data validation error identifies data fields that are in conflict with data you provided in
another data field. By clicking on the Last Name hyperlink, you will see an error
message that explains the error. This message will appear in red below the participant’s
SSN. You may then correct the data online.

e A soft check validation error represents validations that should be checked for accuracy;
the data, however, may be correct. If correct, the data would not need to be changed.

If there are a large number of participant records with errors, grantees can correct the data
offline and upload a corrected file. To obtain a download of the file, which will contain any
updates the grantee has entered, click on the “Download Participant Data” button under the
participant list. After editing the data offline, grantees should return to the Section II — Getting
Started screen to upload the revised file. See Section 5.1.3 for further instructions on
uploading a file.

Grantees viewing the screen for the first time should click on the See more navigational
instructions and information about data errors hyperlink at the top of the page. This link will

provide you with valuable information about navigating the site. Grantees can click on the
Back to Top hyperlink to return to the top of the page and edit participant records.

5.3 Web Data Entry Screen

Grantees can access the Web data entry screen by:
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=  Selecting “Add New” on the Section II - Getting Started screen.
= (Clicking on the Last Name hyperlink for a participant (on the Table View screen).

The screen is shown below.

fou may enter or updste the individusl paricipant dats in the web form below. If this is the first fime you have accessed this screen, we advise you to click here fo =22 more
ravigational instructions and information about the screen.

Click on the "Back to Table View" button to return to the participant list.

Academic/Degres Additional Participant
PE:;::?::;I} E::::LE 1;_;:" IPersistence Tab Information Tab
Fields 24-34 Fields 35-37

;;:Jil::ipanl Mame: Ermar Description
1. PRIAward Number: PO424121402
2. Batch Year: 2015
3. Social Security Mumber: I:I G
4. Last Mame: | |@
5. First Name: | |O
8. Middle Initial: |:|
7. Date of Birth: I:I (MMDDCCYY) O
8. Gender: | Select One V|
9. Hispanic: G
10, AmindAK: Q
11. Asian: O
12. BlackAfrAm: G
13 White: Q
14. HIPacisindr: O
15. Eligibility: |Select One V|

Add | Resst | Back to Table Wiew |
Click "Save" before moving to another participant record.

Grantees viewing the screen for the first time should click on the See more navigational
instructions and information about data errors link at the top of the page. This link will
provide you with valuable information about navigating the screens.

The participant data has been divided into four sections/tabs - Personal, Enrollment,
Academic/Degree/Persistence and Financial Aid. The Web form displays the participant’s
name and social security number, if provided, on the left side of the screen, below the tabs. The
current screen is highlighted in light blue, while the other sections remain dark blue.

o To navigate through the sections and view the data provided in each section, click on the
Personal, Enrollment, Academic/Degree, or Financial tab.

o To make changes to any field for a participant, use the pull-down menus provided, or
enter text as appropriate (e.g., Last Name).

o To save changes, click on the “Save” button or click on another tab.

o To delete a record, click on the “Delete” button.
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e To reset the data after making changes, without saving, click on the “Reser” button.

o To go to another participant’s record, click on the Next or Previous link.

e To return to the Table View screen, click on the “Back to Table View” button at the
bottom of the screen.

5.3.1 Duplicate Social Security Numbers (SSN)

If the system determines there are duplicate social security numbers in the file, a screen similar
to the one below will be displayed. You will be required to fix the error before returning to the
Table View screen.

@sss Online

Federal TRIO Programs Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log

m Section Il ‘$Standard Objectives Report Review & Submit

PRIAward Number: P0424121402
MName of Grantee:  Coloradn Siste University

The fallowing table fists participant records with duplicate 35N, Please review the perficipanf's data table and make sny necessary edits. The Format/invelid Data
Fields column identifies any field that contain invalid data valus emors. After you correct or remove the duplicate SSN record, and click the 'Back to table view' button, &
list of ALL the perticipants in your insfitution will be dizplayed.

+ 'fou may cick the Last Name hyperiink o edit perticipant dats or corect dete emors.
+ ou may click the " image in Delete column to delete a participant dsta record.
+ fou may sort by Lest Name by clicking on the column title hyparlinks.

Printable version - Participant List Repor
=

Table View - Total Number of Participants (with duplicate SSN): 2

Record

First Name SSN Cohort v it Delete
w 123354567 16=2014-15 @ Duplicate 55N b 4
festl 123354567 15=2013-14 Duplicate S5 308 b

m Section Il Standard Objectives Report Review & Submit

Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log

To change the SSN for a participant, click on the Last Name hyperlink and change the SSN on
the Web data entry form. If the participant record is a duplicate, you can click on the “%&”
image in the “Delete” column to delete the record. Once the duplicate SSN error has been fixed
for the applicable participants, clicking on the “Back to Table View” button will display all
participants.

6 Standard Objectives Report

After completing Section II, grantees will view their Standard Objectives Report.

Description
In this section, the approved number of participants to be served (funded number) and the project
objectives for your project for this grant award cycle (2010-2015). This information was retrieved
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from the approved “Student Support Services Program Profile” of the application package
as provided by the project.

Navigation
Users can go to this page by clicking on the “Standard Objectives Report” tab on top. The following
screen will be displayed:

@ $SS Online

Federal TRIO Programs Contact Help Desk | §55 APR | 555 APR Web Site User Guide |

E3Ea Stadard Onectves Rpar eiew & ubmit

PRIAwerd Number: PO424150018
Name of Grantee:  Dyersburg State Community College

Report on Number Funde and Stendard Objectives

The following informstion refiects the approved funded number of participants to be served snd the project objeciives for grant sward cycle 2015:20.
Number Funded to Serve:

In 2015-16, his praject s funded fo serve 140 pariicipants,

Sector of Grantee Institution:

C: Public 2-Year

Standard Objective(s):
A 2015-16 Persistence Rate: 52% of all pariicipants served by the 353 project will persist from one scademic yesr o the beginning of the next scademic
yesr or grad & certfcat transfer from a 2-year to & 4-year instiufion during the scademic yeer.

8. 2015-16 Good Academic Standing Rate: 87% of all enralled participants served by the SSS project will meat the performance level required to stey in
good scademic standing st the prantee insitution

C. Gradustion snd Transfer Rates (2-yesr insiitufions only)
€1 25% of 2012-13 new participants served will graduate with an associate's degre or certficate within four (4) years

©2 123 of 2012-13 new pericipants servd will fransfer fram & 2-year to a 4-year institution with an associste's degree or cerfioste within four (4) yesrs

MNote: A new participant is an individual who was served by the S5 project for the first fime In the project year undr coneideration and who maets the
definition of & participant a specified in 34 CFR 646.7(c) of the S53 program reguistions:

Go to next section

mm StandardOfectves o i s b

Contact Help Desk | 55 APR | 555 APR Web Site User Guide |

7 Review and Submit (Tier 1)

To begin the APR submission process, click on the Review and Submit tab. The sample page
displays below. An explanation of the two-tiered system required for submission is included on
the page. Your APR is not considered complete until you have finished the entire process for
evaluating the participant data.

To continue with the APR submission, click on the “Start Submission” button at the bottom of
the page.
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Q $SS Online

Federal TRIO Programs Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log Ou

E3Ea P —— eview 8 sbmit

FRIAward Number: FO424150018
Hame of Graniee:  Dyershurg Stafe Communily Coliege

The Review and Submit section will guide you through the submission process. Your APR is not cansidered submitied unfil you have completed the entre process.
that inclucies & two-biered system for evalusting the quality of the participant dats,

The Tier 1 data chacks includs the following:

- Funded Rate and Eligibility report. Provides information on the: (s) number and parcent of participants funded to serve and served snd () number snd
percent of partivipants served who were low-inoome end first-generalian, students with dissbiliies (including disabled students who were akso low inoome),
end f spplicable, {c) number and percent of sl dissbled students who were slso lew-ncome. If your funded rate is below 100%, you wil be ssked fo
revizw the dta file to determine if you comectly updated the parizipant status field endor in for &ll participents served in 2015-16. If you did
nat mest your funded number, you will be given an opportunity 1o review the data snd make the necessary changes to your dats file. I you determine that
the data fle s eomect, you will be asked to provide an explanstion for the low funded rate.

Critical Fields report, This. the percentage of with “unknown/no respanse’ for rine deta fields that we have determined
are exiicsl for analyzing project and program eutcomes. Since "unknown/no fespanse” respanses do not provide ussble informtion for data analysis, we
are ssking you to review felds for which 10% or mare of the records have “unknowning response” and either correct (or updte) the dats or provide en
explanation ss to why the data are nat avsilsble

Cohort Comparison Report. The purpos of his report is to ensure that projects do not incresse their coharts. This report compares pariicipants in your
2015-18 APR dats file submission to that of the 2014-15 APR dats by Cohort Yasr. For example, ifin 2014-15 you indicated that 100 studnts were in your
2013-14 ohort, your 2015-18 APR submission should anly contsin 100 students for cohort year 2013-14. These students shoukd be the same students
reported in bath years

In sdcition, the Cihert Cemparison Repert provides information on:

1) the number of students for whom you provided project services in 2015-16 thet fall outside the cahorts listed in the report
(2) new participnts served in 2015-15, and

(3) new summer pariicipants served in 2015-18.

1f your dats file passes the Tier 1 data chacks, you mey submit the APR. However, plesse note that your APR will not be sccepted unti the pariicipant dsts alsc.
passes Tier 2 data checks. After the Tier 1 submission the Tier 2 dats chacks compare the 2015-18 parficipant dats with 2014-15 data file

The Tier 2 dats checks includs the following:

+ Mateh o Prior Report. Compares the parficipants on the 201518 APR with the 2014-15 data to ensure that you have included the required pariiipants
on the 2015-1 file. For 4-year insfitutians this includes sll partioipents in the 2015-16 APR data fle with cohorts betwesn 2010-11 and 2015-16 (new
summer partiipants in 2014-15 only). For 2-year institutions, this incudes sl paricipants in the 2015-16 data file with cohorts between 2012-13 and 2015-
18 {new summer perticigants in 2014-16 only). Those particizants for whom you are required to provide information end wha ere notindluded in the 2015-
18 wil be displayed on the sereen. You must add ail the student records on this reportto the 2015-18 fle and updste the data fiskds for these participants.

- Student Cohort Year report. This report compares the dats provided in field #21 (Student Cohart Year) of boih your 201519 and 201415 APR deta your
project submitted. These paricipants on the 2015-15 dats file whose student cohort yesr (feld #21) is different from the 2014-15 dais sre displayed on the
sreen. Flease nofe thet once the cohort year hes been esteblished you are not sliowed to chenge it

2015-16 Report on Standard Objectives Results. Bacausa 2015-18 is the first year of the grant cycle, no Prier Experience (PE) points will be caleulated,
hawever, afier you suecessfully submit your APR, the system will generate a report that shows the results for your standard objectives for the 201518 reporfing
year. Thesa resutts were calculated using the student-level data you submitted via the online system for reporting period 2015-18 end are based on your project's
approved objectives. For your information only, the report can be used by projects as a fool fo continue to monitor their performance. Finally, the Department will
nat accept any chengas to the project's 2015-18 APR dats file after the deadiine date

[f your participant data filz doez not mast the Tier 2 eriteriz, you wil be provided with 2 report and nstructions for resubmission. You must make the nesded
corrections to your data file and re-submit by December 2, 2016. It is important that you review your APR for accuracy. You will not be allowed ta revise
your APR once the system has closed. You will receive an e-mail message confiming the submission of your APR. On or prior to December 2, 2016,
you may contact the Help Desk if you need to make changes to the submitted APR.

Click the: "Start Submission" button to begin.
Start Submi

m m T i _

Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log Oul

7.1 Review and Submit — Step 1

The Review and Submit — Step 1 screen will be displayed as shown below. Grantees must
complete both sections and pass all validation checks in order to proceed with the APR
submission.

Green check marks display for those sections that have been completed and have passed the
data validation error checks. The pink “A”s display for those sections that are NOT complete.
To return to a section to complete it, click on the appropriate section tab at the top of the screen.
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sts Online

Federal TRIO Programs

m m Standard Objectives Report Review & Submit
PRiAward Number: P0424150018
MName of Grantee:  Dyershurg Stabe Community Collage
Review and Submit: Tier 1
Step 1

Please Note: Al 535 grantees have aiready provided thei number funded to serve and standard objectives: therefore. grantees will not be required to provide this

information in 2013-18. However, grantees wil be ble to print 8 POF copy of their previously reporied standard objectives st the fime of dats submission. Projects ean
&lso vigw this information by clicking on the tab “Standard Objectives Reparf.

Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log

An"X" indicates that the sechion has not baen completed or contsins data eror(s]. You must complete the seetions o fi the dts emor(s) i the sacfions marked with
an"X" before confinuing with the submission pracess, Click on the apprapriste section tab st the top or battom of the sereen to retum to the secfion.

Sectionl
Seationll ¥

m Standard Objectives Report Review & Submit

Contact Help Desk | 555 APR | 555 APR Web Ste User Guide | Log

When both sections are complete, the Review and Submit — Step 1 screen displays as shown
below, with green check marks next to each section indicating it has been completed. To
proceed with the APR submission, click on the “Continue” button.

@sss Online

Federal TRIO Programs

Contact Help Desk | 555 APR | 555 APR Weh Site User Guide | Lc
m m SR R ssomt _
PRIAward Number. PO42A150018
Name of Grantee:  Dyershurp Stete Community Callege
Review and Submit: Tier 1
Step1

Flease Note: All 585 granteas have elready provided their number funded to serve and standard objectives; therefore, grantees will not be required to provide this.

information in 2013-16. However, grantees will be able to print a POF copy of their previously reported standard abjectives st the time of dats submission. Projects can
also view this information by elicking on the teb *Standard Objectives Report”

Section| v
Sectionll

m m Standard Objectives Report Review & Submit

Contact Help Desk | 555 APR | 555 APR Weh Site User Guide | Lc

7.2 Review and Submit — Step 2 Cohort Comparison Report

The second step of the Tier 1 process is the Cohort Comparison Report.

The following screen displays:
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@ $SS Online

Federal TRID Programs

PRIAward Number: PO42A150018
Name of Grantee:  Dyersburg Stete Community Callege

Contact Help Desk | 555 APR | 535 APR Web Site User Guide | Log

m Section il ‘Standard Objectives Report. Review & Submit

Step 2 - Cohort Comparison Report

Comperison of Participents in Your 2015-16 APR Data File Submission
vs. the 2014-15 File by Cohort Year
(2-Yeer Insfitution)

Mumber of Participants Number of Participants.
Cohort Year in Your 2015-16 APR Data File in your 2014-15 APR Deta File
201243 0 0
201314 0 0
201418 0 [}

Total [} 0

Aditional Information Regarding Your 2015-16 APR Dats File Submission

Number of New Partcipents (This is your 2015-16 cohort ) =2

Mumber of ew Summer Partiipants (These students wil be essigned to your 2016-17 cohort) = 4

Number of participants where cohort year is "Not Applicable" (field 21, option 08) = 120

m Section ll ‘Standard Objectives Report. Review & Submit

Contact Help Desk | $55 APR | 555 APR Ieb Site User Guide | Log

If the cohort is greater in 2015-16 APR, the following screen displays.
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Conta:

m m Standard Objectives Report evisw & Submit .
Review and Submi

Step 2 - Cohort Comparison Report

Comparison of Participants in Your 2015-16 APR Data File Submission
ws. the 2014-15 File by Cohort Year
[2-Year Institution)

Mumber of Participants Mumber of Participants
Cohort Year in Your 2015-18 APR Data File in your 2014-15 AFR Data File
2012413 1 o
201314 ] o
201415 i} o
Total 1 1}

Additional Information Regarding Your 2015-18 AFPR Data File Submission

Mumber of Mew Participants (This is your 2015-18 cohort ) = 8

Mumnber of Mew Summer Paricipants (These students will be assigned to your 2018-17 cohort.) = 4

Mumnber of participants where cohort year is "Mot Applicable” (fisld 21, option 82) = 118

Ooops!

The "Mumber of Participants in Your 2015-16 APR Data File” does not match the “Number of Participants in Your 2014-15 APR Data File” for cohort year|s) 2012-13.
Remember, you cannot incresse or decreaze pre-established cohorts as the cohorts have already been verified by your institution either during the Tier 14 process or
through your previcus APR data submission.

If you have increased pre-established cohorts, you will not be able to continue to submit your APR unfil you resolwe cohort size discrepancies.

If you have decreased pre-established cohort(s), the system will sllow you to continue, however, the Match-To- Prior Report in Tier 2 will reguire you to add the missing
record{s). Once you add the missing records, the system will run the Cohort Comparison Report again, and if any discrepancies with the cohart size occcur you will be
reguired to resobve the issue.

How do | resolve the issue?

Step 1 — Click on button “Go back fo Section |17 below, then click on the "Getting Started™ button.

Step 2 - If you have not already done so, download your 2014-15 APR data file by clicking on the Download button. {Mofe: The screen will be refrezhed and a link with
your Peidward Number will be dizplayed. Glick on the link to access your 2014-15 APR dats file.)

Step 3 - Compare your 2015-18 APR data for the cohorts in question to that of your 2014-15 APR dsta fila.

Step 4 - Identify the extra record(s) and either delete the recordi(s) or select in field 21 (Student Cohort Year) option 89 = Mot applicable.

HINT: In order to determine which recond(s) have resulted in an increase to the cohort(s), you must compare your 2014-15 APR data to your most recently uploaded
2015-16 APR data.

If you need to download your most recently uploaded 2015-16 APR data do the following:

. Go to the Table View screen by clicking on the button “Go Back to Section II° located below.
. Click on the "Getfing Started” button.

. Click on the "Continue" button
Cnce you are in the Table View (Le., the screen that contains a list of all of your participants), dick on the button *Download Participant Data”. The screen will

be refreshed and a link with your Pridward Mumber will be displayed.
5. “ou can either open the file by clicking on the link or you can save it by right clicking on it

Go back fo Section Il
m Section I Standard Objectives. Report Review & Submit

RN R T AN

S
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7.3 Review and Submit — Step 3 Funded Rate and Eligibility Status

The third step of the Tier 1 process is the Funded/Served Rate Report and Eligibility Status
Report. The following screen displays:

m m i
Review and Submit:

Step 3-Funded Rate and Eligibility Status Table and Current Participants Report
2015-16 Funded Rate and Eligibility Table

The table below provides information on the: (a) number and percent of participants funded fo serve and served and (b) number and percent of participants served who
were low-income and first-generation, students with disabilities (including disabled students who were also low income), and if applicable, (c) number and percent of all
disabled students who were slso low-income. As noted below, the one-third eligibility requirement only spplies if the project served at l=ast one disabled student.

e

Review & Submit

The information provided in the section “Number of Participants Funded to Serve & Served” is based on serving at l2ast as many participants (L.e., 100%) wera
served as the project was funded to serve.

The information provided in the section “2/3 Eligibility Requirement: First-generation and low-income, andlor students widisabilities including students with
disabilities who are also low-income” is based on the project meeting the two-thirds eligibility reguirement (i.e., 86% or greater). To determine whether your project
met this reguirement, the column: “Mumber first-generation and low-income. andfor disabled including dissbled who are slso low-income” was divided by the column:
“Mumber of Current Participants Served.”

The information provided in the section “4/3 Eligibility Requirement: Disabled students widisabilities who are low-income” is based on the project meeting the

one-third dizabled and low-income requirement {i.e.. 33% or greater). This requirement is only applicable for projects that served dissbled students; therefore, if any

disabled students were served st least one-third must slso be low-income. To determine whether your project met this requirement, the column: “Mumber of students
widisabilities who are also low-income” was divided by the column: “Mumber of students widisshilities (including dissbled and low-income)".

Flease review the information contained in the table below. If your project did not mest the requirements mentioned above, please verify that the participant and eligibility
status codes for each curent paricipant for whom you provided information are correct. Wour "current participants", are coded in field 22 as 2 1.2, 8, or 8.

Funded Rate and Eligibility 5tatus Table

23 Eligibility Requirement: First-generation

Number of Participants Funded to
Serve & Served

and low-income, andfor students
widisabilities including students with
disabilities who are also low-income

1/2 Eligibility Requirement: Disabled students
widisabilities who are low-income®

Mumbser of Mumber of first-generation and Mumber of students ;
FT:c:lb:tra Current Percent low-income, and'or disabled Eii zifjility widisabilities (incleding ﬂ:i?:t:lril‘i:g::.:g:?rse B 1illliiity
FParticipants Served including disabled who are also g disabled and low- i 3 d
Serve Sorved et Percent income) also low-income Percent
E 04 [ 112% || 256 IHEE B I 8 [

*“The requirement only applies if st least one disabled student was served. If no disabled students were served, then the requirement does not apply.

2015-16 Current Participants and Eligibility Status Report

The report below provides a list of your new, confinuing, and new (summer anly) participants (1, 2, 8, or 8) along with the participant's eligikility status and student's
cohort year.

= “four current participants are derved from field #22, Participant Status, and are coded as follows:
1 = Mew participant (for this reporting pericd; part of the 2015-18 cohort)
2 = Continuing participant
8 = Mew Summer participani—Eamed College Credits (2016 summer session only; part of 2015-17 cohort)
9 = Mew Summer participani—Did not Eam College Credits (2018 summer session only; part of 2018-17 cohort)

S
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= The eligibility status codes are derived from fisld #15 and are:
1 = Low-Income and First-Generation,
2 = Low Income Only,
3 = First-Generation Only,
4 = Dissbled. and
5 = Dissbled and Low Income.

= The student's cohort year codes are derved from field #21 and are:
1 = Othen(prior to 2005-08)
7 = 2005-08
3 = Z008-07
9 =2007-08
10 = 2008-09
11 = 2008-10
12 =20M0-11
13 =2011-12
14 =2012-12
16 =2013-14
18 = 2014-15
17 = 2015-18
18 = 201617
28 = Mot spplicable, (not part of any cohorts listed shove)

Flesse review the information carefully snd
- werify the paricipant and eligibility status codes are correct.
= werify that all students reported as current participants (1, 2, 8. or 8) were actually served during this reporting period.

- werify that you correctly updated the parficipant status field for all participants served in a previous reporting period.
= provide an explanation if you did not meet the number of pardicipants funded to serve.

Praw F'sgeoflﬁ ezt ==

Current Participants and Eligibility 5tatus Report for 2015-18 {Participant Status =1, 2, 8, or 9)

Participant's Name Participant Status Eligibility Status Cohort Year
1 2 = Continuing participant 1= Low-Income and First-Generation 18 = 201415
2 2 = Continuing participant 1= Low-Income and First-Generation 13 =2011-12
3 2 = Continuing participant 1= Low-Income and First-Generation 18 =2013-14
4 2 = Continuing participant 1= Low-Income and First-Generation 15 =2013-14
5 2 = Continuing participant 1 = Low-Income and First-Generation 14 =2012-12
g8 2 = Continuing participant 1= Low-Income and First-Generation 12 =2010-11
¥ 2 = Continuing participant 2 = Low Income Only 15 =2013-14
2 2 = Continuing participant 1= Low-Income and First-Generation 12 =2010-11
=] 2 = Continuing participant 1= Low-Income and First-Generation 18 =2014-15
10 2 = Continuing participant 1 = Low-Income and First-Generation 18 = 201415
11 2 = Continuing participant 1= Low-Income and First-Generation 18 =2014-15
12 2 = Continuing participant 1= Low-Income and First-Generation 14 =2012-13
13 2 = Continuing participant 1 = Low-Income and First-Generation 15 =2013-14
14 2 = Continuing participant 1= Low-Income and First-Generation 18 = 201415
15 2 = Continuing participant 1 = Low-Income and First-Generation 14 =2012-12
16 2 = Continuing participant 1 = Low-Income and First-Generation 18 = 201415
17 2 = Continuing participant 1 = Low-Income and First-Generation 18 = 201415
18 2 = Continuing participant 1 = Low-Income and First-Generation 15 =2013-14
18 2 = Continuing participant 1 = Low-Income and First-Generation 18 =2014-15
20 _ JP 2 = Continuing participant 1= Low-Income and First-Generation 18 =2013-14

Prew F'sgeoﬂﬂ Mext ==

m m Standard Objectives Report Review & Submit .

Conta
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The Funded Rate and Eligibility Report compares:

e the number of current year participant records on the data file with the number of
participants the grantee was approved to serve in 2014-15,

e the number and percent of participants who are first-generation and low-income, and

e The number and percent of participants who disabled and disabled and low-income.

If your funded rate is below 100%, you will be asked to review certain aspects of your data.
You will also be given an opportunity to review the data and make the necessary changes to
your data file if you did not meet your funded numbers. If you determine that the data file is
correct, you will be asked to provide an explanation for the low funded rate.

The information provided in the section “2/3 Eligibility Requirement: First-generation and
low-income, and/or students w/disabilities including students with disabilities who are also
low-income” is based on the project meeting the two-thirds eligibility requirement (i.e., 66% or
greater). To determine whether your project met this requirement, the column: “Number first-
generation and low-income, and/or disabled including disabled who are also low-income” was
divided by the column: “Number of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students
w/disabilities who are low-income” is based on the project meeting the one-third disabled and
low-income requirement (i.e., 33% or greater). This requirement is only applicable for projects
that served disabled students; therefore, if any disabled students were served at least one-third
must also be low-income. To determine whether your project met this requirement, the column:
“Number of students w/disabilities who are also low-income” was divided by the column:
“Number of students w/disabilities (including disabled and low-income)”.

If your project did not meet the requirements mentioned above, please verify that the participant
and eligibility status codes for each current participant for whom you provided information are
correct. Your "current participants", are coded in field 22 asa 1, 2, §, or 9.

The screen below displays information on the project’s funded number, two-thirds, and one-
third disabled and low-income requirement. Also displayed is the list of current participants
included on your file and their eligibility status. Current participants are those participants who
have been coded as 1, 2, 8 or 9 in the Participant Status (field 22) and coded asa 1, 2, 3,4, or 5
in the Eligibility Status field (15).

To change the participant or eligibility status of a participant, click on the Participant’s Name
hyperlink to return to the Section II Web form (shown below) and update the Participant Status
Code (field 22) and/or Eligibility Status (field 15).

S
SSS APR Website User Guide 37 Computer Business Methods, Inc.
October 2016



Academic/Degree Additional Participant
P:;:';a:_-:;b E';;::‘Ijs 1;_;—;.) IPersistence Tab Information Tab
Fields 24-34 Fields 35-37

Validation Error #28: If 22. Paricipant Status = 1, 2, 8 or 9, THEN 15. Eligibility Status must be =1, 2, 3, 4, or 5.

Participant Mame: test, testl | M -

SEN: 655555555 ot T —aipon
18. Academic Nead: |8 = Academic proficient tests V| @
17. First Enroll Date: 08/26/2014 {MM/DDICCYY) Q@
18. Date of First Service: 0172472015 (MM/DDICCYY) 9
18. College Grade Level (Entry into —
prosectk [1 = 1st Yr, never attended v|@
20. Enrollment Status: . =

= & L
{in academic year first served) |1 Full-time(at least 24 crdt hrs or 36 clck hrs in an acad yr) |O
21. Participant Cohart Yesr: [17 = 2015-16 v|@
22 Parlicipent Status: |2 = Continuing participant | @ vaidstion
23. Bnroliment Status: = . .
ot and of 201518 scademis year) |1 = Full-time(at least 24 crdt hrs or 36 clck hrs in an acad yr) v| Q
Sawe | Dizl=te | Reset | Back to Table Wiew |

Click "Sawve" before moving to ancther paricipant record.
== Prev StudentData |2 W'| of 544 et ==

Once you have made the necessary changes on this screen, click on the “Back to
Funded/Served” button to return to the Funded Rate Report screen. Click on the “Continue”
button to proceed.

If the Funded-to-Serve rate is still too low, you must either continue to correct the participant
data or provide an explanation in order to proceed with the APR submission. A grantee may
have a calculated funded rate below the established range in some circumstances. In these
situations, you can provide an explanation for the discrepancy between the funded number and
the number served. You can type your explanation in the text box provided at the bottom of the
screen. A project is not required to provide an explanation if they do not meet their two-thirds
and/or one-third eligibility requirements.
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Review and Submit:

Step 3-Funded Rate and Eligibility Status Table and Current Participants Report
2015-16 Funded Rate and Eligibility Table

The table below provides information on the: (2) number and percent of participants funded to serve and sarved and (b) number and percent of parficipants served who
were low-income and first-generation, students with disabilities (including disabled students who were also low income), and if applicable, (&) number and percent of all
disabled students whio were also low-income. As noted below, the one-third eligibility requirement only spplies if the project served at least one disabled student.

The information provided in the section “Number of Participants Funded to Serve & Served” is based on serving at least a5 many participants (i.e, 100%) were
served as the project was funded to serve.

The informiation provided in the s=ction “2/3 Eligibility Requirement: First-generation and low-income, andior students widisabilities including students with
disabilities who are also low-income” is based on the project mesting the two-thirds eligibility requirement {i.e.. 85% or greater). To determine whether your project
met this requirement, the column: “Mumber first-generation and low-income, andfor disabled including dizabled who are slso low-income” was divided by the column:
“Mumber of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students widisabilities who are low-income” is based on the project mesting the

one-third disabled and low-income requirement {i.e.. 33% or greater). This requirement is only applicable for projects thet served dissbled students; therefore, if any

disabled students were served st least one-third must also be low-income. To determine whether your project met this requirement, the column: “Mumber of students
widisabilities who are aslso low-income” was divided by the column: “Mumber of students widizabilities (including disabled and low-income)”.

Flease review the information contained in the table below. If your project did not meet the requirements mentioned above, plesse verify that the participant and eligibility
status codes for each current participant for whom you provided information are correct. Your "current paricipants”, are coded infield 22 8= 21,2, 8, or 8.

Funded Rate and Eli

ility Status Table

23 Eligibility Requirement: First-generation
Number of Participants Funded to and low-income, andlor students 113 Eligibility Requirement: Disabled students
Serve & Served widisabilities including students with widisabilities who are low-income*

disabilities who are also low-income
Mumber of Mumber of first-generation and Mumber of students 2
Fruqﬁ;:ab:tra Current Percent low-income, andfor disabled Elizifility widisabilities {including vﬂ:ir::t:{i:?;:t:::!:rse Ehi lilllility
Farticipants Served including disabled who are also g disabled and low- z 5 d
Serve Served PR Percent income) also low-income Percent
R 130 N 139 [ 100w | MIA I WA IHET

*The requirement only spplies if at least one disabled student was served. If no disabled students were served, then the requirement does not apply.

The report below provides a list of your new, confinuing, and new (summer only) participants {1, 2, &, or 8) along with the participant's eligibility status and studeni's
cohort year.

= 'Y'our current participants are derved from fisld #22, Perticipant Status, and are coded as follows:
1 = Mew participant (far this reporting period; part of the 2015-18 cohart)
2 = Continuing participant
8 = Mew Summer participant—Eamed College Credits (2016 summer session only; part of 2018-17 cohort)
9 = Mew Summer participant—Did not Eam College Credits (2015 summer seszion only: part of 2018-17 cohort)
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= The eligibility status codes are derived from field #15 and are:
1 = Low-Income and First-Generation,
2 = Low Income Only,
3 = First-Generation Only,
4 = Dizabled, and
% = Disabled and Low Income.

= The student's cohort year codes sre derived from field #21 and are:
1 = Other{prior to 2005-08)
7 =2005-06
8 =2008-07
9= 2007-08
10 = 2002-00
11 =2002-10
12 =2010-11
13 =2011-12
14 =2012-13
15 =2013-14
168 = 2014-15
17 = 2015-18
18 = 2016-17
98 = Mot applicable, (not part of any cohorts listed above)

Plesse review the information carefully and
= werify the paricipant and eligibility status codes are correct.
= werify that all students reported as current participants (1, 2, 8, or 8) were actually served during this reporfing period.

= werify that you correctly updated the participant status field for all participants served in & previous reporting perod.
= provide an explanation if you did not meet the number of participants funded to serve.

Prew Page ofT-" heot =

Current Participants and Eligibility Status Report for 2015-16 (Participant Status =1, 2, 8, or 9)

Participant's Name Participant Status Eligibility Status Cohort Year
1 1 = Mew participant {2015-18 cohort) 1 = Low-Income and First-Generation 17 = 2015-16
2 1 = Mew participant {2015-18 cohart) 1 = Low-Income and First-Generation 17=2015-16
3 1 = New participant {2015-18 cohort) 1 = Low-Income and First-Generation 17 = 2015-16
4 1 = Mew participant {2015-18 cohaort) 1 = Low-Income and First-Generation 17 =2015-16
1 1 = Mew participant {2015-18 cohort) 1 = Low-Income and First-Generation 17 = 2015-16
g 1 = Mew participant {2015-18 cohort) 1 = Low-Income and First-Generation 17 = 201516
ki 1 = Mew participant {2015-18 cohort) 1 = Low-Income and First-Generation 17 = 2015-16
g 1 = Mew participant {2015-18 cohort) 1 = Low-Income and First-Generation 17 = 201516
e} 8 = Mew Sumr. Eamd Collg Crdts {2018 sumr only; part of 2016-17 chri) 1 = Low-Income and First-Generation 18 = 201817
10 8 = Mew Sumr. Eamd Collg Crdts {2018 sumr only; part of 2016-17 chri) 1 = Low-Income and First-Generation 18 = 201817
11 8 = Mew Sumr. Eamd Collg Crdts (2018 sumr only; part of 2016-17 chri) 1 = Low-Income and First-Generation 18 = 2016-17
12 9= Mew Sumr. Mot Eam Collg Crdts (2016 sumr only; part of 2018-17 chrt) 1 = Low-Income and First-Generation 18 = 2018-17
13 2 = Confinuing participant 1 = Low-Income and First-Generation 88 = Mot applicsble
14 2 = Continuing parficipant 1 = Low-Income and First-Generation 89 = Mot applicable
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15 2 = Confinuing participant 1 = Low-Income and First-Generation 88 = Mot applicsble

18 2 = Continuing parficipant 1 = Low-Income and First-Generation 89 = Not applicable
17 2 = Continuing parficipant 1 = Low-Income and First-Generation 89 = Mot applicable
18 2 = Continuing parficipant 1 = Low-Income and First-Generation 89 = Mot applicable
18 2 = Continuing parficipant 1 = Low-Income and First-Generation 889 = Mot applicable
20 . _ 2 = Continuing parficipant 1 = Low-Income and First-Generation 88 = Mot applicable

Frev Page of 7 Mewxt ==

There are some circumstances in which a grantee may hawve a calculated funded rate outside the established range. In these situations, you must provide an explanation
for the large discrepancy between the funded number and the number served. Type your explanation in the text box below (lmit 1,000 characters and spaces).

Click on the “Submit Explanation and Continue” button to proceed.
7.4 Review and Submit — Step 4 Critical Fields Verification Report

The next step of the Tier 1 process is the Critical Fields Verification Report. The Critical
Fields report provides a percentage of participant records with “unknown/no response” for
seven data fields that have been determined as critical for analyzing project and program
outcomes. Since an “unknown/no response’ does not provide usable information for data
analysis, we ask that you review fields for which 10% or more of the records have “unknown/no
response” and either correct (or update) the data or provide an explanation as to why the data is
not available.

If no explanation is required for the Critical Fields, the following screen will be displayed.
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0 $SS Online

“ederal TRIO Programs Contact Help Desk | 555 AFR | 855 APR Web Site User Guide | Log

E3 — i Submit

PRIAward Number: PO42A150018
Name of Grantee:  Dyarsburg Stste Community Callege

Your fundedserved explanation has been saved and will be reviewed by TRIO.

Step 4 - Critical Fields Verification Report
The Depariment has idenied the fallowing seven (7) fields ss criicalin caloulating project snd program oulzemes snd wants to ensure s minimal number of "No
Response/Unknown” enfries in esch field. In most cases, “No Response/Unknown’ is s vald response; however, high percentsges of these responses are notin the
oroject’s best interests. The fsble below ists the criical fields and the number and percentage of participants with s "N Respanse/Unknown" entry in that fild. If you
have criticslfields with s high percentage of "Ma respanse/Unknaw", we recommend correcting the dats offine and uploading the corected fle, You may retum to
711l fo update any fields with a "No Response/Unknown” entry

You have 139 participant records.

Number with
Field No. Field Name. No Response/Unknown Parcent
i A DoB 0 records 0%
22, Enroliment Status (at end of the 2015-16 academic year) 0 records 0%
24 Academic Standing 0 records 0%
30, Transfers 0 records 0%
31 Degree/Certificste Gompleted 0 records 0%
32 Deate of Undergraduste Degree/Cerfificate 0 records 0%
34, Persistence ststus (st the beginning of 2015-17 academic year) 0 records 0%

ElEa Stndard Obesves Repert Review 8 submit

Contact Help Desk | 555 APR | 585 APR Web Site User Guide | Log

Click on the “Continue” button to proceed.

If an explanation was entered on the Funded Rate Report, the screen will be displayed noting
that TRIO will review the explanation (as shown on the screen below):
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@ $SS Online

“ederal TRIO Programs Contact Help Desk | SSS APR | S58 APR Web Site User Guide | Log

m m — i Submit

PRIAward Number. PO424150012
Hame of Grantee:  Dyersburg State Community Callege

Your funded/served explanation has been saved and will be reviewed by TRIO.

Step 4 - Critical Fields Verification Report

‘The Depertment has identiied the fallowing seven (7) fiekds s criticalin celoulsting project &nd program outzames nd wants to ensure & minimal number of "No

Response/Unknown” enfries in esch field. In most cases, *No Response/Unknown’ is s valid response; however, high percentsges of these responses are notin the

projects best interests. The table below lists the crifical fields snd the number and percentage of participants with & "No Respanse/Unknoun" entry in that fld. If jou

have critcslfields with s high percentage of "No respansefUnknawn', we recommend correcting the dats offine and uploading the comected fle. You may retum to
711l to update any fields with a "No Response/Uinknown” entry.

You have 139 participant records.

Number with

Field No. Field Name No Response/Unknown Percent
I DoB 0 racards 0%
2 Enrolment Status (at end of the 2015-18 scademic yesr) 0 records o
4 Academic Standing 0 records 0%
0 Transfers 0 records 0%

31 Degree/Ceriificsle Completed 0 records 0%

3z Dete of Undergreduste Degrea/Cerfficate 0 recards 0%

) Persistence ststus (st the beginning of 2018-17 academic yesr) 0 records 0%

Contact Help Desk | 555 APR | S55 APR Web Site User Guide | Log

If the file contains at least one critical field where 10% of the responses are unknown or have no
response, an explanation box on the screen indicating that the data must be corrected or an
explanation should be provided.
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@ $SS Online

Federal TRIO Programs Contact Help Desk | 555 APR | 555 APR Web Site User Guide |

m Section I $tandard Objectives Report Review & Submit
Review and Submit: Tier 1

Your fundediserved explanation has been saved and will be reviewed by TRIO.

PRiAward Number: P042A4121402
MName of Grantee:  Colorsdo State University

Step 4 - Critical Fields Verification Report
The Deparimant has identified the fallowing sven (7) fields 25 ciiica! in calculating project and program outcomes and wants to ensure 3 minimal number of "No
Respansa/Unknawn” eniries in each fied. In mast cases, "o ResponsaUnknown’ i & valid response; however. high percentages of these responses are nat in the
projects best interests. The table below lsts the critical fiekds and the number and percentage of participants with a "No Response/Unknewn” entry in that field. Ifyou
have crifical fiekds with a high percantage of "Na response/Unknown’. we recommend carrecting the data offine and uplosding the corrected fle. You may retum to
Section | to updste any filds with 3 "o Response/Unknown" entry.

You have 544 participant records.

Number with
Field No. Field Name Mo Response/Unknown Percent
Do 0 records 0%
2 Enroliment Status (st end of the 2015-16 academic year) 0 records 0%
24 Academic Standing 0 records 0%
20. Transfers 0 records 0%
kil Degree/Certfficate Complated 1 records 0%
2 Dete of Undergraduste Degree/Certificate 0 records 0%
4 Persistence status (st the beginning of 2016-17 academic yesr) 544 records 100%

Type in your explanation in the text box below. Your explanstion will be reviewd by TRIO.

test

‘Submit Explanation and Continue

m Section I Standard Objectives Report Review & Submit

Contact Help Desk | $55 APR | 555 APR Web Site User Guide

To change a participant’s record, click on the Section II hyperlink to return to the Section II
Web form. Once you have made the necessary changes on this screen, click on the Review and
Submit tab to resubmit your data.

If any of the nine Critical Fields still has 10% or more unknown/no responses, you must either
continue to correct the data or provide an explanation in order to proceed with the APR

submission. You can type your explanation in the text box provided at the bottom of the screen.

Click on the “Submit Explanation and Continue’ button to proceed.

7.5 Review and Submit — Step 5

In the next step of the Tier 1 process, you can obtain a copy of your APR and Section II data for
your records.
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@ SSS Online

Federal TRIO Programs Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log

m m T Reviw & Submi
Review and Submit: Tier 1
Step §

‘Obtsin s POF cantaining your projest's Section | informtion, Cohort Comparison Repert, Funded Rate and Eligbiity Stetus Table and Current Participants Repart
and Criical Fields Repart. Also, you may downlosd an Excel fl of your project's 2015-18 APR data (Section ) for your recards.

PRiAward Number PO42A150018
Name of Grantee:  Dyersburp State Commenity Collzge

The infarmation abisined is intended for autherized users only. Disclosure of any information abiained for any purpase cther than for autharized use can resultin
criminal prosecution.

Obtain Annual Performance Report PDF

Click on Dizplay Report POF to display @ printable version of sections | and Il and the Report on Number Funded to Sarve and Standard Objectives of the APR in
PDF format. Adobe Acrobat Resder is required to view the file. To download s free capy, go fo the Adobe web site

Generate Excel file for Section Il - Individual Participant Data for 2015-16

“You may obtain the data you entered in Section Il - Individus| Participant File for 2015-18 in an Excal file for your recerds. To obtain the data, click the "Download
Datz" button. Then click on the file name to open the file or right click on it to save the filz on your PC.

To obtain the data, click the "Downlosd Data” button. Then click on the file name to open the file or right click on itto save the file on your PC.

Download Data
m Section Il ‘Standard Objectives Report Review & Submit

Contact Help Desk | $55 APR | 558 APR Web Site User Guide | Log

Continue with the Review and Submit Process

To obtain a hard copy of the APR, click on the Display Report PDF hyperlink under the
“Obtain Annual Performance Report PDF” heading. The report will display as a PDF image.
Adobe Acrobat Reader is required in order to view the file and can be downloaded from the
Adobe site via the hyperlink on this page.

Once the PDF report displays, select “File-Print” from the menu to print the report or click on
the printer image.

To obtain an Excel file of the 2014-15 data file, click on the “Download Data” button. A blue
hyperlink file (example: P042AYYXXS9 2015-16.xlsx) will appear on the screen.

To open the file in your browser window, click on the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”
option as shown below. Select a location on your desktop (e.g., My Documents) to save the
file.

Once you have printed a copy of the APR for your records and downloaded the Excel data
version, you can click on the “Continue’ button to proceed with the Review and Submit
process.

7.6 Review and Submit — Step 6
In this final step of Tier 1, you can submit your APR.

SSS APR Website User Guide 45 Computer Business Methods, Inc.
October 2016



@sss Online

Fedleral TRIO Programs Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log

m m Standard Objectives Report Review & Submit

Review and Submit: Tier 1
Step 6

PRiAward Number. PO42A150018
Name of Grantee:  Dyershurg State Community College

Click on the "Submit” button to submit your 2015-18 APR. If you entered & confirmation e-meil eddress in Section |, an e-mail confirmation of the APR submission
will be sent

Note: f your APR data does not pass the Tier 2 data velidstions, you are given a ane-week extension, but no lster than December 2, 2018, to comect the emors
and resubmit from either your initial submission date or no lster than the deadiine date, whichever comes first.

f applicable, instrucfions for resubmission will be included after you submit. Secfion | of the APR cannct be modified.

m m Standard Objectives Report Review & Submit

To submit the APR, click on the “Submit” button.

Contact Help Desk | 555 APR | S55 APR Web Site User Guide |Log

7.7 Review and Submit - APR Submitted Screen

The APR is not considered complete until the participant data passes the second tier data
checks. If the checks show no further revisions are necessary or you are a new grantee, the
APR submission process is complete.

w SSS Online

‘ederal TRIO Programs. Contact Help Desk | 555 APR | 55 APR Web Site User Guide | Log

PR/Awsrd Number: P0424 150018
Name of Grantee:  Dyershurg Stste Community College

APR Successfully Submitted!
Your 2015-18 dts file has passed the dsts quslity checks or you pravided No sddifions! changes to your p

ipant dts file sre required. Your APR will
naw be scospted provided you submit. s signed copy of Section |, by uplosding itin the APR.

Upload Section | Signature Page
Giick b
copy.

& printsble versian of the signsture page and the dats reports in POF Format. Adobe Acrobat Resder is raquired to view the fiie. To downlosd s free

Plaase upload your section 1 sigrature page in pdf, o, or jpg format

Use the Browse button to select the file or type the file name and dirctory path in the box below.

File to Upload Browse..

Mote: We vill verfy that the document you uploaded is o signed copy of Section | of your APR. Wi will contact you via emeil if we find any prablems with the document
you uploaded.

Obtain Annual Performance Report PDF
Click on the "Generste PDF" button to generste e printable version of your APR submission in PDF format

Generate Excel file for Section Il - Individual Participant Data for 2015-16
Glick the *Downloed Date" button to obtsin an Exce! file of the individus! partivipants records (Section Il of the APR).

]
:

Obtain a Copy of the Appendix: PE Formula

Please click this link to download & copy of the Brief summary of pol

Contact Help Desk | 555 APR | 55 APR Web Site User Guide | Los
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If the Section II participant data does not pass the Tier 2 checks, you must revise and resubmit
your Section II. A screen similar to the one below will display:

@ SSS Online

ederal TRIO Programs Contact Help Desk | 555 APR | $55 APR Web Site User Guide | Log

FRJAward Number. PO42A111118
Name of Grantee:  University of Minnesota/ Minnespolis

Review and Submit
Section Il - Individual Participant Data File (Next Step: Tier 2 Data Validation Checks)

Your APR wias resubmitied on 10/0872018

The APR submission process includes & two-tiered submission process. You must now proceed to Tier 2 for additional processing and verification of data records.

Plegsa note that if you make any changes to the parfizipant deta file. the participant data emor repart and the Tier 1 and Tier 2 dats quality reports will be re-generated,
If there ere additional dsts emors, you must correct these prior to resubmitiing your APR.

Click the "Continue” button to review the Match to Prior Report and the Student Cohert Yesr Report and begin the Tier 2 submission process.

N

Contact Help Desk | SSE APR | 555 APR Web Site User Guide | Log

Please note that any changes to the participant data file, the participant data error report and the
Tier 1 and Tier 2 data quality reports will be run again. If there are additional data errors, you
must correct these prior to resubmitting your APR.

Click on the “Continue” button to proceed to Tier 2 and view the Match to Prior and Student
Cohort Year Reports and review further instructions for resubmission.

8 Tier 2 - Submission Verification Reports
The second tier data checks include Match to Prior report and Student Cohort Year report.

8.1 Match to Prior Report

The Match to Prior report compares the participants on the 2015-16 APR with the participants
on the 2014-15 APR to ensure that grantees have included the required participants on the 2015-
16 file. For 4-year institutions this includes all participants in the 2015-16 APR data file with
cohorts between 2009-10 and 2015-16 (new summer participants in 2013-14 only). For 2-year
institutions this includes all participants in the 2015-16 data file with cohorts between 2011-12
and 2015-16 (new summer participants in 2013-14 only).

Those participants for whom you are required to provide information and who are not included
in the 2015-16 file are displayed on the screen.

To include a participant for 2015-16, click on the individual checkbox then click on the “Update
2015-16 file” button. To add all of the participants listed on the current page click on the
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"Check All on Current Page" button. Once you have clicked on the "Check All on Current
Page", you must click on the "Update 2015-16 file" button.

Osss Online

Federal TRI Programs Contact Help Desk | $55 APR | 555 APR Web Site User Guide | Log Ou

PRIAward Number: PO$24121402
Name of Grantee:  Colorado State University

Match to Prior Report

This report compares the participants on your 2015-18 APR with the 2014-15 dats file to ensure that you have included in your APR gl parficipents on the 2014-15 data
file that fall within the required cohorts. Those perficipants that are not included on your 2015-18 APR but were on your 2014-15 file are displayed below.

Mismatches: Grantess somefimes find in the 2014-15 fle & student who they know is already in their 2015-18 APR. Often fimes, this occurs when an earfier year's
record for a student does not match the 2015-18 record because the |atter has 8 change in S5H, date of bih, or first and'or |ast name. The Depariment asks grantees
not to chenge identfying data for students (name, SSN, end date of birth) reported in the 2014-15 data file, even if the information is found fo heve emars. For the sske
of consistency in date matching, it is not erifical if & student's record has misspellings or &n insccurate 53N as long 2s the information remains the same from year to
year.

If you need to record 2 chenge fo the perticipant's neme, please use field 37, Participant Name Change.

Please do not add back & student listed in the 2014-15 file if you believe it will result in two records for one student, e.g.. duplicate; instead, change the identifying data
for the student to match the data in the 2014-15 file.

How to restore student records to your 2015-16 APR file: Ta restore any parficipants isted below to your 2015-16 APR file, click the box aligned with the studenfs
name; then click "Updste 201518 file.” To add all of the students at ance, click "Check Al on Current Page" before clicking the "Update" box. Once you have restored
records to your 2015-16 APR file, pleese update all data fields for the student.

Page 1of 1
Total participants in 2014-15 not listed in the 2015-16 submission: 1

# Parficipant Name Student Cohort Yeer Check Al on Current Page

1 01413 O

Update 201518 fie

Page 1of1

Contact Help Desk | SSSAPR | 555 APR Web Site User Guide | Log Ou

If there is a mismatch in names, SSN and/or DOB, the following screen will be displayed.
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ecord Structure for Individual Participants

Review Participant List and Data Error Report [Table View)

The following table lists participant records with duplicate S5M. Please review the participant’s data table and make any necessary edits. The Format/invalid Dats
Figlds column identifies any fizld that contain invalid dats value errors. After you correct or remove the duplicate 35N record, and click the 'Back fo table view' button, a
list of ALL the participants in your institution will be displayed.

‘fou may click the Last Mame hyperfink to edit participant data or correct data emrors.
‘fou may click the ‘K" image in Delete column to delete a participant data record.
‘f'ou may sort by Last Mame by clicking on the column title hyperinks.

If in the fifth column the words Duplicate SSH appear, you have at least two records with the same SSN. The record that contains s series of numbers (e.g., 2, 15, 18
etc.) in the Invalid Format"Yalus Error is the record as it appesrs in the 2014-15 APR data file. The duplicate record thet does not contsin any invalid format/value
errors oftentimes contsins an error in the name andor DOE. First examine the first and last name and determine if these records are indeed duplicates.

If the records ARE duplicates do the following:

(1} Delete the record that does not contain the data emror,

(2} Click on the last nams= of the record that contsins the dats error,

(3} Comect the dats error(z).

(4} Click on the button "Save”,

(5} Click on the button "Back to Table View”, and

(&) At the bottom of the page click on the button “Go Back to Tier |1 Verfication Report”™.

If you have additional duplicate records, repest these steps.
If the records are NOT duplicates do the following:

(1) Using your 2014-15 APR data file. look up both records and determine which record contsins an incorrect S5H,
(2} On the web applicstion, click on the |ast name of the record that contains the incorrect S5M,

(3) Comect the SSM (field #3), however, if you are not certain about the S5M you can leave it blank.

(4} Comect any data error(s). if applicable,

(5} Click on the button "Save”,

(&) Click on the button "Back to Table View”

(7} At the bottom of the page, click on the button *Go Back to Tier Il Vertffication Report”

If you have additional duplicate records, repest these steps.

J, Printable version - Participant List Report
[a—}

Table View - Total Number of Participants (with duplicate SSN): 2

Last Mame First Name 55N Cohort Delete
123123123 12=2010-11 Duplicate SSN 3 >
123123123 12=2010-11 Duplicete SSN 2 x

@sss Online

Federal THID Programs Contact Help Desk | $35 APR | 555 APR Web Site User Guide | Log

PRIAwerd Mumber: PO42A111118
Neme of Granfee:  University of Minnesota/ Minnespolis

Tier 2 - Submission Verification Reports

Match to Prior Report

The web application runs this repart which compares the parficipants on the 2015-15 APR data file with thosa on the 2014-15 deta file to ensure that you have included
all pertcipants on the 2015-18 ile. Your 2015-18 date fle hes passed this date verfication. Plesse click “Confinue

Contact Help Desk | 555 APR | $55 APR Web Site User Guide | Log
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8.2 Student Cohort Year Report

This report compares
whose student cohort

1t.

@sss Online

Federal TRIO Programs

PRIAward Number: FO424121402
Name of Grantee:  Colorada State University

the data provided in field #21 (Student Cohort Year) of both your 2015-16
and 2014-15 APR data your project submitted. Those participants on the 2015-16 data file
year (field #21) is different from the 2014-15 data are displayed on the
screen. Please note that once the cohort year has been established you are not allowed to change

Contact Help De_sl( | 555 APR | 555 APR Web Site User Guide | Log Ou

Tier 2 - Submission Verification Reparts

Student Cohort Year report

Mter edding and updating any student records required on the Mefch fo Prior Report, grantees wil see the Student Cohort Year Report, which comperes dsts on cohort
years (fiekd #21) between your 2016-19 APR and 201415 fle. ff your project's 2018-1 cahort yeer data differs from that of the 2014-16 file, the affected participants
and the fwo different eoharts for each will appear below.

For your 2015-16 APR, please accept the cohort(s) in the column, "Student Cohort Year in Your 2014-15 APR." Note that the Department will not be
accepting any changes to cohort years as these cohorts have already been verified by your project either during the Tier 1A Student Record Verification
Process or through your previous APR data submission. If you believe that there was a data entry error, please email the Help Desk.

How to accept coharts from the 2014-15 records: To change your 201518 APR's cohort for the perticipant(s| listed below, click the box sligned with the studenf's
name; then cick "Update Student Cohort Year on 2015-18 file" Ta change all of the students’ cohorts listed on the page, click "Check All on Current Page” before
clicking the "Updaie” bax. The system wil then automstically update the parficipant's record in your file to match that of the 2014-15 records.

Page 10f1
Total students on the 2015-16 data file whose Sfudent Cohort Year is different from that 2014-15 records: 1

. i Student Cohort Yesrin - Student Cohort Yearin
#  Paricpenilome "y OMASAPR Yo HISBARR e
1 W58 0
pdate Student Cahort Year on your 2018-16 fle ‘

Page 1of 1

If all participants' stud

display:

50 Computer Business Methods, Inc.
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ent cohort year data (field #21) on your 2015-16 data file matches the
2014-15 data file, no Cohort Year Report is produced. A screen such as the one below will



sts Online

Federal TRIO Programs

PRIAward Number: P0424111118
Neme of Grentee:  University of Minnesota! Minneapolis

Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log

Tier 2 - Submission Verificafion Reports

Student Cohort Year report

The Web application runs this report efter you sdd and updste any student records required by the Mafch to Prior Report, these students then become pert of the 2015-
16 file. The Student Cohort Yesr Report compares the dta provided in field #21 (student cohort year) of the 2015-16 APR dafa file with the 2014-15 data file to ensure
consistent reporfing of participants” student cohort years. All partisipants' student cohart year dats (field 21) on your 2015-18 data fle matohed the 2014-15 data file;

thus, no Gohart Year Repart was genersted. Please cick “Confinue.”

(==

Click on the “Continue” button to proceed to the next step.

8.3 Cohort Comparison Report (Tier 2)

Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log

Once all the participants have been included in the MTP file or the cohort year has been
updated, you will continue to the Tier 2 Cohort Comparison report. At this point, the system
will run all reports again and will include any updates or revisions made resulting from the Tier

2 changes.

0 SSS Online

Federal TRIO Programs

PRIAwerd Number. 424111118
MName of Grantee:  University of Minnesots/ Minnespolis

Contact Help Desk | $55 APR | 555 APR Web Site User Guide | Log

Tier 2 - Submission Verification Reports

Tier 2 - Cohort Comparison Report

Comparisan of Participants in Your 2015-18 APR Data File Submission
ve. the 2014-15 File by Cohort Year
(4-Veer Institution)

Number of Paricipants Number of Pariicipants

Cohort Year in Your 2015-16 APR Deta File in your 2014-15 APR Deta File
201011 141 141
201112 8 148
201213 152 152
201344 148 148
2014-15 141 141

Total 726 726

Additional Information Regarding Your 2015-18 APR Data File Submission

Humber of participants prior to the 2010-11 cohort =0

Number of New Participsnts (This is your 2015-18 cohort ) =0

Number of New Summer Participants (These students wil be sssigned to your 2016-17 cohert} =0

Number of participants where cohort year is "Not Applicable” {field 21, option 88) = 1

SSS APR Website User Guide
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8.4 Funded Rate and Eligibility Status Report (Tier 2)

Funded Rate report displays the number of participants your institution was funded to serve, the
number of current students included on your file, and your funded-to-serve rate. Also displayed
is the list of current participants included on your file. Current participants are those
participants who have been coded as 1, 2, 8 or 9 in the Participant Status Code field (field 22).
The total number of current participants should be equal to or close to the number your
institution has been funded to serve.

The report compares the number of current year participant records on the data file with the
number of participants the grantee was approved to serve in 2014-15, the number and percent of
participants who are first-generation and low-income, and the number and percent of
participants who are disabled and disabled and low-income.

If your funded rate falls below 100%, you will be asked to review the data file to determine if
you correctly updated the participant status field and/or included records for all participants
served in 2015-16. If you determine that the data file is correct, you will be asked to provide an
explanation for the high or low funded rate.

The information provided in the section “2/3 Eligibility Requirement: First-generation and
low-income, and/or students w/disabilities including students with disabilities who are also
low-income” is based on the project meeting the two-thirds eligibility requirement (i.e., 66% or
greater). To determine whether your project met this requirement, the column: “Number first-
generation and low-income, and/or disabled including disabled who are also low-income” was
divided by the column: “Number of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students
w/disabilities who are low-income” is based on the project meeting the one-third disabled and
low-income requirement (i.e., 33% or greater). This requirement is only applicable for projects
that served disabled students; therefore, if any disabled students were served at least one-third
must also be low-income. To determine whether your project met this requirement, the column:
“Number of students w/disabilities who are also low-income” was divided by the column:
“Number of students w/disabilities (including disabled and low-income)”.

If your project did not meet the requirements mentioned above, please verify that the participant
and eligibility status codes for each current participant for whom you provided information are
correct. Your "current participants", are coded in field 22 asa 1, 2, §, or 9.

To change the status of a participant, click on the Participant’s Name hyperlink to return to the
Section I Web form (shown below) and update the Participant Status Code (field 22).
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Tier 2 - Submission Verification Reports

Tier 2-Funded Rate and Eligibility Status Table and Current Participants Report
2015-16 Funded Rate and Eligibility Table

The table below provides information an the: (a) number and percent of paricipants funded to serve and served and (b) number and percent of paricipants served who
were low-income and first-generation, students with disabilities {including disabled students who were also low income), and if applicable, {c) number and percent of all
disabled students who were also low-income. As noted below, the one-third eligibility requirement only applies if the project served at least one disabled student.

The information provided in the section “Mumber of Participants Funded to Serve & Served” is based on serving at least as many participants {i.e, 100%) wera
served as the project was funded to zerve.

The information provided in the s=ction “2/3 Eligibility Requirement: First-generation and low-income, and/or students widisabilities including students with
disabilities who are also low-income” is based on the project meefing the two-thirds eligibility reguirement (i.e., 86% or greater). To determine whether your project
met this requirement, the column: “Number first-generation and low-income, and/or disabled including disabled who are also low-income” was divided by the column:
“Mumber of Current Participants Served.”

The information provided in the section “4/3 Eligibility Requirement: Disabled students widisabilities who are low-income” is based on the project mesting the

one-third disabled and low-income requirement {i.e.. 33% or greater). This requirement is only applicable for projects that served disabled students; therefore, if any

disabled students were served at least one-third must also be low-income. To determine whether your project met this requirement, the column: “Mumber of students
widisabilities who are also low-income” was divided by the column: “Mumber of students widisabilifies (including dissbled and low-income)”.

Flease review the information contained in the table below. If your project did not mieet the requirements mentioned above, please verify that the participant and eligibility
status codes for each current participant for whom you provided information are cormect. Yeour "current participants”, are coded infield 2285 21, 2, 8, or 8.

Funded Rate and Eligibility Status Table

213 Eligibility Requirement: First-generation

Number of Participants Funded to and low-income, andior students. 112 Eligibility Requirement: Disabled students
Serve & Served widisabilities including students with widisabilities who are low-income*
disabilities who are also low-income

Mumber of Mumber of first-generation and Mumber of students p
Fr:ﬁ;;t;a:o Current Percent low-income, andior disabled Ei zi":“m widissbilities (including ﬁ:i::;;i;;:t:::l;?e i 1i-llfil'rty
5 Farticipants Served including disabled who are also B g H disabled and low- " ko | Z E. d t

erve Gareid o e ercen income) also low-income ercan
EC 304 [ 1123 || 256 [ saw | g I ] I

“The requirement only applies if at least one disabled student was served. If no disabled students were served, then the requirement does not apply.

The report below provides a list of your new, confinuing, and new (summer only) participants {1, 2, 3, or 9) along with the participant's eligibility status and student's
cohort year.

= “our current participants are derved from field #22, Participant Status, and are coded as follows:
1 = Mew participant (for this reporting period; part of the 2015-18 cohort)
2 = Continuing participant
2 = MNew Summer parficipant—Earned College Credits (2016 summer session only; part of 2015-17 cohort)
9 = Mew Summer parficipani—Did not Eam College Credits (2018 summer session only: part of 2018-17 cohort)

= The eligibility status codes are derived from field #15 and are:
1 = Low-Income and First-Generation,
2 = Low Income Only,
3 = First-Generation Only,
4 = Dizsbled. and
5 = Disabled and Low Income.

= The student's cohort year codes are derved from field #21 and are:

1 = Othen(prior to 2005-08)
7 = 2005-06
& = 2008-07
8= 2007-08
10 = 2008-08
11 = 2008-10
12 =20M0-11
13 =2011-12
14 =2012-13
18 =2013-14
18 = 2014-15
17 = 2015-18
18 =2016-17

90 = Mot applicable, (not part of any cohorts listed above)
Plesse review the information carefully and
= wverify the paricipant and eligibility status codes are correct.
= verify that all students reported as current participants (1, 2, 8. or 8) were actuslly served during this reporting pericd.

= verify that you comrectly updated the participant status field for all participants served in a previous reporting period.
= provide an explanation if you did not meet the number of participants funded to serve.

Prev Pageoflﬁ ezt ==
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Participant's Mame

L=R == R I = - N L

B ok ue6e Ro 8o

Participant 5tatus
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant

Current Participants and Eligibility Status Report for 2015-16 (Participant Status =1, 2, 8, or 9)

Eligibility Status
1 = Low-Income and First-Generstion
1 = Low-Income and First-Generation
1 = Low-Income and First-Generstion
1 = Low-Income and First-Generation
1 = Low-Income and First-Generstion
1 = Low-Income and First-Generstion
2 = Low Income Only
1 = Low-Income and First-Generation
1 = Low-Income and First-Generation
1 = Low-Income and First-Generation
1 = Low-Income and First-Generation
1 = Low-Income and First-Generstion
1 = Low-Income and First-Generstion
1 = Low-Income and First-Generation
1 = Low-Income and First-Generstion
1 = Low-Income and First-Generstion
1 = Low-Income and First-Generstion
1 = Low-Income and First-Generstion
1 = Low-Income and First-Generation

1 = Low-Income and First-Generation

Prev F'ageoﬂﬂ Mest ==

Cohort Year
18 = 2014-15
13=201112
18 =2013-14
18=2013-14
14 = 201213
12 =2010-11
18 =2013-14
12 =2010-11
18 = 201415
18 = 201415
18 = 201415
14 = 2012-13
18 =2013-14
18 = 201415
14 = 201213
18 = 201415
18 = 2014-15
18 =2013-14
18 = 201415
15 =2013-14

.

If the rate does not fall within the established threshold, you will need to verify the participant
status code for each of your participants.

If the rate is low, this may indicate that not all participants have been included on the file or that
some participants have been misreported as prior participants.

If the rate is high, this may indicate that some participants have been misreported as current

participants.

To change the status of a participant, click on the Last Name hyperlink to return to the Section
IT Web form and update the Participant Status Code (field 22) and any other fields as necessary.

Computer Business Methods, Inc.
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Personal Tab Enroliment Tah ":;: a(lglltllc.lDeg_}rtate Financial Aid Tah
Fields 1-15 Fields 16.23 SRl Fields 35.37
Fields 24-34

gg::cipant Name: EreiDe: = nlicn Irlii:t:d
16. Acadermic MNeed: 2 = Low admission test scores v|Q

17 FirstEnroll Date: | 08/26/2013 amoDicoyn @

18. Date of First Service: [10/07/2013 (MMIDDICCYY) Q

19, College Grade Leve|
(Entry into project):

20. Enroliment Status:

1 =1zt ¥r, never attended ~| O

{in academic year first 1 = Fulltime(at least 24 crdt hrs or 36 clck hrs in an acad yr) ~| @
served)

21. Paricipant Caohort =

Su 15 = 2013-14 ~|Q

22, Participant Status: 2 = Caontinuing participant v O

23, Enroliment Status:
{atend of 201415 1 = Fulktirne(at least 24 crdt hrs ar 36 clck hrs inan acad yi) ~| @
academic yean

Save | Delete Feset | Backto Funded/Senred |
Click "Save" hefore moving to another participant record.

== Prey Student Data |1 V| of 264 I:

Once you have made the necessary changes on this screen, click on the “Back to
Funded/Served’ button to return to the Tier 2 Funded Served Report.

Click on the “Continue” button to proceed to the Tier 2 Critical Fields Verification Report.

Click on the “Submit Explanation and Continue” button to proceed to the Tier 2 Critical
Fields Verification Report for Tier 2.

8.5 Critical Fields Report (Tier 2)

The Critical Fields report provides a percentage of participant records with “unknown/no
response” for seven data fields that have been determined as critical for analyzing project and
program outcomes. Since an “unknown/no response” does not provide usable information for
data analysis, we ask that you review fields for which 10% or more of the records have
“unknown/no response” and either correct (or update) the data or provide an explanation as to
why the data are not available.

If an explanation was entered on the Funded Rate Report, it will be noted on the screen under
the “Tier 2- Funded Rate Report” heading. Otherwise, the number of students funded to serve,
the number of current students reported, and the funded-to-serve rate will be displayed.
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Q SSS Online

Federal TRIO Programs

PRIAward Number: POS24111118
Name of Granlee:  University of Minnesota/ Minnespolis

Contact Help Desk | $55 APR | 555 APR Web Site User Guide | Log

Tier 2 - Critical Fields Verification Report
The Depariment hes identiied the following seven (7) fields s eriticalin csloulafing project and program cutoomes and wenis to ensure a minimel number of "N
Response/Uinknown” entries in esch field. In most cases, Mo Response/Unknown” is 8 valid response; however, high percentsges of these responses re not in the
projects best inferests, The isble belaw lists the crifical fields and the number and percantage of pariicipants with & *Na Respansa/Unknown" entry in that fld. If you
heve critical filds with 2 high percentage of "N respanse/Unknown", we recommend cormecting the dsta offine and uplosding the comected fle. You may retum to

7 Il to update any fiekds with a "No Response/Unknown” entry.

You have 727 participant records.

Field No Field Name

7 DOB

2 Enroliment Ststus (st end of the 2015-18 scadamic yesr)

4, Academic Standing

30 Transfers

31 Degres/Cerficate Compleled

32 Date of Undergraduste Degree/Cerificste

34, Persistence ststus (st the beginning of 2018-17 academic year)

Humber with

Ne Response/Unknown Percent
O records 0%
Drecords 0%
Drecords 0%
0records 0%

0 records. 0%
Drecords 0%

1 records 0%

Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log

If the file contains at least one critical field with 10% or greater of “unknown/no response”, an
explanation box will be displayed on the screen indicating that you must either correct the
response or provide an explanation as shown below.

Q SSS Online

Federal TRIO Programs

PRIiAward Number: PO42A121402
Meme of Grantee:  Colorsda Stste University

Contact Help Desk | $55 APR | 555 APR Web Site User Guide

Il to updste any figlds with 2 "No Response/Unknown” entry.

You have 544 participant records.

Field No. Field Name

7 DOB

23 Enrcliment Ststus (st 2nd of the 2015-15 scademic year)

26 Academic Stending

E Transfers

k1] Degree/Cartficate Completed

2 Date of Undergraduste Degree/Certificste

24 Persistence status (at the beginning of 2016-17 scademic yesr)

Type in your explanation in the text bax below. Your explanation will be reviewed by TRIQ.

Your fundediserved explanation has been saved and will be reviewed by TRIO.

Tier 2 - Critical Fields Verification Report
The Depsriment has identfied the follawing seven (7) fields s oritical in caloulsting project and program outcomes and wants to ensure & minimsl rumber of "Na
Response/Unknowm" entries in each field. In most cases. "No ResponsefUnknown” is a walid response: however. high percentages of these responses are nat in the
project's best interests. The table below lists the critical fields snd the number and percentage of pariicipants with s "No Response/Unknown” entry in that field. If you
have oritical fields with & high percentage of "No response/Unknown”. we recommend correcting the dsta offine end uplosding the carrested file. You may refum fo

Humber with

MNo Response/Unknown Percent
0 records %

0 records %

0 records o

0 records %

1 records %

0 records 0%
544 records 100%

test

Contact Help Desk | 555 APR | 555 APR Web Site User Guide

To change a participant’s data, click on the Section II hyperlink to return to the Section IT Web

form.
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You have the option of changing the data by using the Last Name hyperlink for each participant
listed. You can also click on the “Download Participant Data’ button to download the file and
edit offline. Once the changes have been made, you can upload the file using the “Upload File”
button. See Section 6.1.2 for further instructions on how to download a file and Section 6.1.3
for instructions on how to upload a file.

Once you have made the necessary changes, either online or by editing offline, return to the
Tier 2 reports by clicking on the “Go back to Tier 2” button. The following screen displays:

@ SSS Online

ederal TRIO Programs Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log

FRJAward Number. PO42A111118
Name of Grantee:  University of Minnesota/ Minnespolis

Review and Submit
Section |l - Individual Participant Data File (Next Step: Tier 2 Data Validation Checks)

Your APR wias resubmitied on 10/0872018

The APR submission process includes & two-tiered submission process. You must now proceed to Tier 2 for additional processing and verification of data records.

Plegsa note that if you make any changes to the parfizipant deta file. the participant data emor repart and the Tier 1 and Tier 2 dats quality reports will be re-generated,
If there ere additional dsts emors, you must correct these prior to resubmitiing your APR.

Click the "Continue” button to review the Match to Prior Report and the Student Cohert Yesr Report and begin the Tier 2 submission process.

N

e
Contact Help Desk | 555 APR | 555 APR Web Site User Guide | Log

Click on the “Continue” button to proceed through the data quality checks. For each screen,
you must do one of the following before proceeding to the next screen: (a) meet the established
threshold; (b) update or revise participant data to meet the requirements; or (c) provide an
explanation as to why your file does not meet the established threshold.

The following screen displays when the APR is successfully submitted:

S
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w SSS Online

Federal TRIO Programs Contact Help Desk | §55 APR | 555 APR Web Site User Guide | Log

PRIAward Number: P0424111118
Name of Grantee:  University of Minnesots/ Minneapolis

Review and Submit
APR Submitted

APR Successfully Submitted!
Your 2015-18 dats file hes passed the dts quality checks or you provided explanstions. No sddiionsl changes to your participant dsta fle sre required. Your APR will
now be accaptad provided you submit & signed capy of Section |. by upioading it in the APR.

Upload Section | Signature Page

Click hee for a printsble version of the signsture page and the dats reports in PDF Format. Adobe Acrobst Reader is required fo view the flie. To download s free
oopy. go to the Adabe web 5

Plasse upload your section 1 signsture page in pdf, gif, o jpg formst.

Use the Browse button to select the file or type the file name and directory peth in the box below.

File to Uplosd Browse..

Note: We will verfy thst the dacument you uplosded s e signed copy of Section | of your APR. We wil cantact you via emsilif we find any problems with the document
you uploaded.

Obtain Annual Performance Report PDF
Clck on the "Generste FDF" butian to generste & printabl version of your APR submission in FDF format

Generate Excel file for Section Il - Individual Participant Data for 2013-16
Click the "Downloed Dt bution to obtsin an Exce! il of the individual partiipants records (Section Il ofthe APR).
Obfain a Copy of the Appendix: PE Formula

Please click this link to download a copy of the Brief summary of policies and procedures for assessing prior experiznca peints

Contact Help Desk | SS.E APR | 555 APR Web Site User Guide | Lon

The APR has been successfully submitted. No additional revisions are required. An e-mail is
sent to the project director and, if provided, to the data entry person entered on Section I.

To view the hard copy of the APR, including the Section I signature page, click on the
hyperlink “P042AYYXXS9 2015-16 final.pdf’. The APR will display as a PDF.

Adobe Acrobat Reader is required to view PDF files and can be downloaded from the Adobe
site via the hyperlink on this page. Once the PDF is displayed, select “File-Print” from the
menu to print the report or click on the printer image.

To download an Excel version of the 2015-16 data file, click on the “Download Data” button.

A blue hyperlink file (example: P042AYYXXS9 2015-16 final xlsx) will appear on the screen.
To open the file in your browser window, click on the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”
option. Select a location on your desktop (e.g., My Documents) to save the file.

Upload Section I signature page:

Click on the ‘here’ hyperlink for a printable version of the signature page of Section 1. After
you have obtained the signatures, please upload this page in the APR site. TRIO help desk will
verify that the document you uploaded is a signed copy of Section I of your APR and will
contact you via email if there are any problems with the document you uploaded.
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Click on the “Log Out” button to end the session and return to the SSS home page. No further
revisions to your file can be made.

8.6 2015-16 Report on Standard Objectives Results

After you successfully submit your APR, the system will generate a report that shows the
Standard Objectives score earned for the 2015-16 reporting year. Your scores are calculated
using the student-level data you submit via the online system for reporting period 2015-16 and
are based on your project’s approved objectives. The Department will not accept any changes to
the project’s 2015-16 data once you have completed the submissions of your 2015-16 APR.
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